Manual Book Konfigurasi Setting Outlook Email 2010

1. PIlih Add New Account kemudian pilih Manually configure server setting or additional
server types lalu pilih tombol Next , seperti tampak pada gambar 1.0 dibawah ini

Add MNew Account e S

Auto Account Setup
o

= E-mail Account

T Tesxct Messaging (SMS)

@ Manually configure server settings or additional server types
= Back | Mext = ] Cancel ]
gambar 1.0
2. Pilih Internet E-mail kemudian tekan tombol Nex seperti seperti pada gambar 1.1
dibawah ini
Add NMew Account — — Lﬁ

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
~) Microsoft Exchange or compatible service N
Connect and access e-mail messages, calendar, contacts, faxes and woice mail messages.
©) Tesxct Messaging (SMS)
Connect to a mobile messaging service.
~) other

Connect to a server type shown below.
Fax Mail Transport

[ < Back |[ MNext > ] [ Cancel

gambar 1.1

3. Pada Form Internet E-mail Settings kemudian Isikan beberapa data sesuai dengan
account mail masing-masing misalkan seperti dibawabh ini :

Your Name > Yusuf Yusliandi
E-Mail Address : yusuf@tsg.co.id
Account Type : POP3

Incoming Mail Server : mail.tsg.co.id
Outgoing Mail Server (SMTP):mail.tsg.co.id
User Name : yusuf@tsg.co.id

Password 7 OOXXXXX



Cara pengisian tersebut bisa dilihat pada gambar 1.2 dibawabh ini
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Add Mew Account lhi-lj

Internet E-mail Settings
Each of these settings are reguired to get your e-mail account working.

User Information Test Account Settings
Your MName: vusuf Yusliandi After filling out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: yusuf@tsq.co.id below. {(Requires network connection) i

Server Information

Account Type: POP3 EI

Incoming mail server: mail. tsg.co.id

[ Test Account settings ... |

[¥] Test Account Settings by dicking the Next button

Deli new n to:

Dutgoing mail server (SMTE): mail. teg.co.id

] @ Mew Outook Data File
Logon Information ") Existing Outlock Data File

User Mame: yusufi@tsg.co.id
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Password: 0 |=====s =|

[¥] Remember password

[] Require logon using Secure Password Authentication (SPA) Moie S tings s
[ <= Back ][ Mext = ] [ Cancel ]
Gambar 1.2

4. Pada Setting Delivery new messages to terdapat 2 (dua) opsional setting dibawabh ini
yakni

0 New Outlook Data File
Data outlook baru pada data file yang pertama kali di setting

o Existing Outlook Data File
Data File pada outlook yang akan di ambil /digunakan sebagai tempat
penyimpanan default data file pst yang sudah mempunyai data backup existensi
file pst. Kemudian tekan tombol Browse untuk menentukan data pst outlook yang
disimpan sebagai default. Tampak seperti gambar 1.3 dibawah ini

Deliver new messages bo:

2 Mew Outhook Data File
Existing Outiook Data File

gambar 1.3

5. Setelah salah satu Delivery New Messages di pilih kemudian tekan tombol more
settings.. makan akan muncul form General dan biarkan default setting seperti tampak
pada gambar 1.4 dibawah ini
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General | outacing Server | Connection | Advanced |

Mail Account

Twpe the name by which you wan t to refer to this account. For
example: "work™ or TMicrosoft Mail Server”

yusufm@tsg.co.id
Other User Imformaton —
Organization: |

Reply E-mail:

[ J P

gambar 1.4

6. PIlih Menu Outgoing Server dan ceklist pada kotak ceklist My outgoing server (SMTP)
require authentication seperti tampak pada gambar 1.5 dibawah ini

- -
Internet E-mail Settings=s [ ——t—

| General | Dutgoing Server | Connection | Advanced

My outgoing server (SMTF) requires authentication
@ Use same settings as my incoming mail server

) Log on using

L] [ Remem ber password y
] Require Secure Password Authentication {(SPAY

| | 0 Log on to incoming mail server before sending mail

[ o ] [ Cancel ]

gambar 1.5

7. Pllih Menu Connection dan biarkan default setting seperti tampak pada gambar 1.6
dibawah ini

Internet E-mail Settings |

| seneral | outgoing Server | Connection | Advanced

------ ; Specify the type of connection to use for e-mail.

Connecton -
@ Connect using my local area Nnetwork {Lar)
I Connect wvia modem when Outdook is offline
0 Connect using my phone line
=) Connect using Internet Explorer's or a 3rd party dialer

(—a— ] ———

Gambar 1.6



8. Pilih Menu Advanced dan isikan Port Incoming server (POP3) :110
Outgoing server(SMTP) : 587
pilih encrypted connection: NONE
Cek list pada kotak leave a copy of messages on the server apabila file data mail hendak
disimpan pada server kemudian ceklist remove from server after 60 days

o Keterangan after 60 days adalah data mail akan disimpan pada mail server selama
batas 60 hari dan setelah itu akan terhapus di server.

e Catatan: disarankan untuk sebelum waktu 60 hari untuk membackup email pada
MS Outlook yang di simpan pada local drive D untuk menghindari hilang nya
data file email.

e Setting Backup email Auto save pada outlook yaitu non ceklis pada delivery leave a copy
of messages on the server kemudian tekan send/receive.

kemudian tekan tombol OK seperti tampak pada gambar 1.7 dibawah ini

Internet E-rmail Settings ' '

| Seneral | outgeing server | Connection | Adwvanced |

Serwver Port Mumbers
Incoming server (POP33: 110 [ use Defaults
[ This serwver requires an encrypted connection {(SSL)
Outgoing server (SMTP): sa7
Use the following type of encrypted connecton: rMone =1
Serwver Timeouts
Short o Long 1 minute
Delivery
=]

ave & copy of messages on the server

FF] remowve from server atter S0 — days -

[l rRemowe from server when deleted from 'Deleted Items'

[ =T ] Cancel |

gambar 1.7

9. PIlih Nex setelah semua data pada menu form Internet E-mail Setting di isi seperti
tampak pada gambar 1.8 dibawah ini

Add Mew Account [

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Mame: yusuf Yusliandi After filing out the information on this screen, we

eeeeeeee d you test your account by dicking the button
E-mail Address: yusuf@tsg. co.id below. (Reguires network connection)

Server Information

[ Test Account Settings ... |

Account Type: POR3
[F] Test Account Settings by dicking the Mext button

Incoming mail server: mail. tsg. co.id
Deliver new messages to:

Outgoing mail server (SMTP):  |mail. tsg. co.id

@) Mew Outlook Data File

) Existing Outook Data File

User Mame: yusuf@tsg.co.id Erowese

Logon Information

Password: 0000000 |s=wswsex

[#] remember password

[ Require logon using Secure Password Authentication (SPA) L:]More e

<Back [ mext> J [ canesl |

gambar 1.8



10. Pada form Internet security Warning , pilih tombol yes untuk verifikasi Certificate
seperti tampak pada gambar 1.9 dibawah ini

= = ~
Internet Security Warning N— Sr—

The server you are connected to is using a security certificate
. & that cannot be wverified.

The target principal name is incomact .

Wiew Certificate. .. l

Do you want to continue using this server?

Tes i Mo i

gambar 1.9

11. kemudian akan muncul hasil test verfikasi Account setting jika berhasil status Completed
seperti pada gambar 1.10 dibawah ini

r
Test Account Settings

| ——
Congratulations! All tests completed successfully. Click Close to continue. Stop
Tasks Errors
Tasks Status
\/rLug onto incoming mail server (POP3) Completed
~* Send test e-mail message Completed
L]
L]
1 3

12. jika konfigurasi setting outlook berhasil maka akan muncul form Congratulations!
Kemudian tekan tombol Finish seperti pada gambar 1.11 dibawah ini

- — — — = =
Add Mew SAccount ol - ]

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

To dose the wizard, dick Finish.

[ add another account... |

gambar 1.11

NB: setelah melakukan send message email diharuskan mengklik tombol yes pada
form Internet Security Warning seperti tampak pada gambar 1.9 diatas.



