Panduan Setting Email Outlook Melalui Control Panel

Pertama, Ketik ‘control panel’ di menu pencarian windows

LO0dQ arernoon

Centrol Panel

€« o v

» Control Panel »

Adjust your computer’s settings

System and Security
Review your computer's status

Network and Internet
View network status and tasks
Hardware and Sound

View devices and printers
Add a device

Adjust commonly used mobility settings

Programs

Uninstall 2 program

Save backup copies of your files with File History
Backup and Restore (Windows 7)

v 0

Category ~

User Accounts

& &) Change account type

Appearance and Personalization

Clock and Region
Change date, time, or number formats
Ease of Access

Let Windows suggest settings
Optimize visual display

|Search Control Panel
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Thu at 5:42 AM
Lalu klik pada bagian ‘Category’ pilih ‘Small Icons’
A\ICuntru\FanEI Items I I -
‘aif € v » Control Panel » All Control Panel ltems » v [J] Search Control Panel
Ol

Adjust your computer’s settings

5 Administrative Tools
Credential Manager

s Devices and Printers

A Fonts

Keyboard

B NVIDIA Control Panel

& Realtek HD Audio Manager
¥ Security and Maintenance
& Sync Center

[ Troubleshooting

[ Work Folders

[mg AutoPlay

9 Date and Time

@ Ease of Access Center

& Indexing Options

B Mail (Microsoft Qutlook) (32-bit)
Phone and Modem

@ Recovery

i sound

2 System

82, User Accounts

W Backup and Restore (Windows 7)
[ Default Programs

EJ File Explorer Options

B Intel® Graphics Settings

@ Mouse

2B Power Optians

& Region

B Speech Recognition

[ Taskbar and Navigation

@ Windows Defender Firewall

4| Color Management
% Device Manager

£ File History

Intemet Options

X8 Metwork and Sharing Center

[ Programs and Features

#J RemoteApp and Desktop Connections

& Storage Spaces
BE TouchPad
R Windows Mobility Center

View by:

Small icons ¥

Pilih dan Klik ‘Mail’,

o



@ Mail X

General

@ The following profiles are set up on this computer:

[_pad.. || Remove | [Properties| | Copy.
hen starting Microsoft Outlook, use this profile:
(O Prompt for a profile to be used

(®) Always use this profile

ok Cancel Apply

Mailings  Review  View  Help

Nitro Pro 9

@ Sync Center
[ Troubleshooting
Work Folders

Il Control Panel Items

[mg AutoPlay

Date and Time

Ease of Access Center

Indexing Options

Mail (Microsoft Outlook) (32-bit)
Phone and Modem

Recovery

Sound

f2dEeben

o 5ystem

82, User Accounts

Pilih dan Klik ‘Add’, seperti di gambar.

W Backup and Restore (Windows 7)
[@ Default Programs

File Explorer Options

Intel® Graphics Settings

@ Mouse

2 Power Options

@ Region

& Speech Recognition

[ZL Taskbar and Navigation

W Windows Defender Firewall

@ Mail

General

The following profiles are set up on this computer:

(A New Profile

g\,‘) Create Mew Profile

Profile Mame:
[ outlook

Cancel

Pt

When starting Microsoft Outlook, use this profile:

l:::l Prompt for a profile to be used

@Nways use this profile

Ok

Cancel

Apply

Buat Nama Profil pada kolom ‘Profil Name’, lalu klik ok dan ok

@ Tell me what you want to do

Search Control Panel

v O

Viewby: Small icons ~

IEH Color Management

% Device Manager

£ File History

Internet Options

% Network and Sharing Center

[ Programs and Features

% RemoteApp and Deskiop Connections
& Storage Spaces

B TouchPad

R Windows Mobility Center
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(A Add Account *

Auto Account Setup
Manual setup of an account or connect to other server types.
) () Email Account
Your Mame:
Exarnple: Ellen &darms
Email Address: A
Example: ellen@contosa.caom
h
Password:
It
Retype Password:
Type the password your Internet service provider has given you,
@ Manual setup or additional server types
it
-
4
< Back Cancel Help

Pilih Manual Setup, Klik Next
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(A Add Account X !
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Choose Your Account Type
5
) () Microsoft 365
Automatic setup for Microsoft 365 accounts
Email Address:
Example: ellen@contoso.com
(®) POP or IMAP
Advanced setup for POP or IMAP email accounts
(C) Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync
|
< Back Cancel Help

T

Pilih POP or IMAP, Next



Masuk User name dan Email, seperti di gambar,

Untuk Mail server, gunakan : mail.gos.co.id,

Untuk ‘Logon Information’, masukan dengan alamat email.
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th Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information
Your Name: MUHAMAD PARID

Email Address: mad.parid@fasindoraya.co.i
Server Information
Account Type: POP3

Incoming mail server: mail.gos.co.id

COutgoing mail server (SMT mail.gos.co.id
Logon Information

User Name: muhamad.parid @fasindaray

Password: ERE Rk

Remember password

|:| Require logon using Secure Password Authentication
[SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

| Test Account Settings ...

Automatically test account settings when Mext
is clicked

Deliver new messages to:

(®) Mew Outlook Data File
O Existing Outlook Data File

Browse

to

Itic
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< Badk

Cancel Help
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Klik More Setting ...
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y_i Internet Email Settings

General  Qutgoing Server  Advanced

Mail Account

example: “Work™ ar "Micrasoft Mail Server”

muhamad.parid @fasindoraya.co.id

Type the name by which you want to refer to this account, For

Other User Information
Organization:

Reply Email:

Cancel

x

3

c
e

[

ul

[F=]




Klik Outgoing Server, dan Centang...

B

'{,j Internet Email Settings

General CQutgoing Server  Advanced

E| My outgoing server [SMTP) requires authentication
/ @ Use same settings as my incoming mail server
() Log on using
Liser Mame:
Fassward:

Remember password
Require Secure Password Authentication [SPA)

O Log on to incoming mail server before sending mail

Cancel
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Klik Advanced

i

(D Internet Email Settings 4

General Qutgoing Server Advanced

Server Port Mumbers

Incoming server (POP3): 995

incoming verveT (PO Use Defaults

Centang SSL

)

n

This server requires an encrypted connedtion [5SL/TLS)

Outgoing server(SMTP): 465
Use the following type of encrypted connection: SSL/TLS \l

Centang pada bagian tsb,

Outgaing server [SMﬁﬁ

\’Use the following type of encrypted connedtion: | 55L/TLS

rubah menjadi 10 days

Klik ‘OK’

i il
d Server Timeouts k
Short @ Long 1 minute
Delivery
> Leave a copy of messages on the server
¥ Remave tromrserver after> IE < days
D Remove from server when deleted from 'Deleted ltems’
1 b
Cancel
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(B Add Account *
POP and IMAP Account Settings
o Enter the mail server settings for your account,
User Information Test Account Settings
’ Your Name: MUHAMAD PARID We recommend that you test your account to ensure that
) the entries are correct.
Email Address: mad. parid@fasindoraya.co.i
Server Information
| Test Account Settings ... e
Account Type: POP3
Incoming mail server: el oos.co.id {&utpmaticallytest account settings when Mext ns
+gas.co. is clicked i
. : it
Qutgoing mail server [SMTPE | mail.gos.co.id Deliver new messages to: |
- 5
Logon Information (®) New Outlook Data File
User Mame: muhamad.parid@fasindora OExisting Cutlook Data File
Passwaord: KERERRERRR A Browse
Remember password
i
D Require logon using Secure Password Authentication I
SPA] =
(5PA) Mare Settings ... It
di
< Back Cancel Help
-
Klik Next >
Klik ‘Yes’,
|
Test Accol . ] ]
@ Internet Security Warning
| | Outlook ig & The server you are connected to is using a security cerfficate | stop
i l} that cannot be verfied.
— [ Close
A certfficate chain processed, but teminated in a root -
Tasks certificate which is not trusted by the trust provider. o te
Tasks View Certificate ...
» Log I
send Do you want to continue using this server? E
/ = | = | e
= o:
- 3
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Test Account Settings

w1 —

Congratulations! All tests completed successfully, Click Close to
| continue,

Tasks  Errors

Stop

Close

Tasks Status
\/Log onto incoming mail server (POP3) Completed
\/Send test email message Completed

test your account to ensure that

account settings when Mext

o

Logon Information

User Name: muhamad.parid@fasindoray

Password: EREEEEAREERE
Remember password

|:| Require logon using Secure Password Authentication
T T s

Sampai Muncul 2 Centang Hijau, Lalu close, FINIST

Selanjutnya Buka Aplikasi Outlook yang terinstall...

(®) Mew Outlook Data File
O Existing Outlook Data File

< Badk

Mext =

Browse

More Settings ...

Cancel Help
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