Tutorial Setting Email Client

1. Setting Email Client Ms Outlook

e Pertama-tama buka terlebih dahulu aplikasi Microsoft Outlook
¢ Klik menu File

Failed)
Send/Receive  Folder  View @ Tell mewhat youwant to do...

New N N Ceanlp= | rete | Reply Reply Fonward £ Tear Emal Move Rules OneNote | Unready Cat Foll Bt Pl Send/R

ew  New ew clete | Reply Reply Forward [T pore | Move Rules OneNote | Unread/ Categorize Follaw ) end/Receive
Email ltems+ Meeting i Junk~ All F Create New - Read Up- Y FilterEmailt y Folders

New TeamViewer Delete Respond Quick Steps 7] Move Tags Find Send/Receive -~

4 Favorites Search tes@chakratea.com .. O | Current Folder ~

Inbox 36 All Unread By Date - Mewest 4

Sent We didn't find anything ta show here,

Trash

I melsa@pudak.com

r melsa@tekun.id

I ragil@melsa.net.id

I tes@chakratea.com

Items: 0

A sendReceve error | [ E

o Klik Account Settings

©

Account Information

Open & Bxpart
1 tes@chakratea.com
= pop/smTe

4 Add Account

F Account Settings
aft

Change settings for this account or set up more connections.

Account
Settings
Office Account
ont = Mailbox Cleanup
ptians = Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup
Exit Tools~

Rules and Alerts

1 Use Rules and Alerts to help organize your incoming &-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.
& Alerts
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Kemudian klik New

Account Settings x

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

MNew e repair.., W change.. @ Setas Default 3 Remove 4 &

MName Type

Close

Setelah klik New, kemudian isikan kolom Email Address pada tampilan Outlook, dan pada
Advanced option ", klik Let me set up my account manually seperti tampilan di
bawah ini:

& Outlook

Email address

admin@namahosting.id

Advanced options ~
B Let me set up my account manually

Mo account? Create an Outlook.com email address to get started.
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Klik Connect, dan akan muncul tampilan seperti berikut:

E Cutlook

Advanced setup

g ® K G

Microsoft 365 Outlock.com Exchange Google
POP IMAP Exchange 2013

or earlier

Go back

Pilih konfigurasi yang anda inginkan, apabila anda ingin mendownload seluruh isi email
anda dapat menggunakan konfigurasi POP, sedangkan apabila anda hanya ingin email
dengan sistem sync anda dapat menggunakan konfigurasi IMAP

Disini saya akan menampilan konfigurasi menggunakan IMAP
Setelah muncul tampilan seperti di atas, kemudian klik IMAP, dan masukan password

email yang anda gunakan kemudian klik Connect.

3§ Outlook

Advanced setup

g & Rk G

Microsoft 365 Qutlock.com Exchange Google
POP IMAP Exchange 2013
or earlier

Go back

IMAP Account Settings
admin@namahosting.id Not you?,

Password

Ay
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e Setelah anda klik Connect kemudian akan muncul tampilan akun anda sudah berhasil
ditambahkan, dan klik Done seperti berikut:

3§ Outlook

Account successfully added

lz‘ ThAP

admin@namahosting.id

Add another email address
Email address

Advanced options ~

[ Let me set up my account manually

[7] set up Outlock Mabile en my phone, too

e Apabila email masih tidak bisa digunakan cek kembali konfigurasi incoming dan
outgoing.

¢ Untuk mengubah konfigurasi email Klik menu File, kemudian klik Account Setting dan
pilih Server Settings.

Inbox - admin@namahosting.id - Outleok o & s - o
& Account Information
() Info
Fl admin@namahosting.id .
Open & Export =1 maarssmre

+ Add Account

p Account Settings
£

Change settings for this account or st up mere connections.

Save As

Save Attachments

Account ®  Get the Outlook app for i0S or Android.
Settings ~
Print
Account Settings...
% Add and remove accounts o change
existing connection settings. by emptying Deleted Ttems and archiving.

Account Name and Sync Settings
% Update basic account settings such as
account name and folder sync settings,

Server Settings
ECC_)} Update logon information, such as server || 26 ¥oUr incoming email messages, and receive
name, port, and authentication settings.  fjanged, or removed.

(é_‘ ‘Change Profile

Restart Microsoft Qutlook and choose a g
=R different profile. M Add-ins
ecting your Qutlook experience.
Manage Profiles 2 =
{9}—‘ Add
[y Add and remove profiles or change

existing profile settings.

Office Account

Feedback

Options

Exit
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Kemudian ubah konfigurasi email, dan sesuaikan kembali seperti berikut:

[ ]
X X
IMAP Account Settings IMAP Account Settings
admin@namahaosting.id admin@namahaosting.id
Ilncoming mail ~ I Incoming mail +
User name admin@namahosting.id ‘Qutgoing mail ~
Password | wresee Server | mail.namahosting.id | ot | 465
Rernember password Encryption method | SSL/TLS =
Server | mail.namahosting.id Port | 993 Servertimeouts ———————————
Encryption method | SSL/TLS = [l Require logen using Secure Password Authentication
[[] Require logen using Secure Password Authentication (s2A)
(SPA) My outgeing (SMTF) server requires authentication
Outgoing mail O Use same settings as my incoming mail server
Leg on using user name and password
e Server konfigurasi
Incoming mail server : mail.namahosting.id port 993 (SSL/TLS)
Outgoing mail server : mail.namahosting.id port 465 (SSL/TLS)
e Apabila konfigurasi email sudah sesuai klik Next.
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2. Setting Email Client Thunderbird

e Pertama-tama buka terlebih dahulu aplikasi Thunderbird
e Kemudian klik Tools, pilih Account Settings, dan klik Account Actions

File Edit View Go Message Tools Help

B8 admin@namahesting.id @ Account Settings X
; g Account Settings - admin@namahosting.id
> BB
S Account Name: | admin@namahosting id
> BB
> B9 Local Folders
& Outgoing Server (SMTP) Default Identity

Each account has an identity, which is the information that other people see when they read your messages.

Your Name: NAMA HOSTING ADMINISTRATOR
Email Address: | admin@namahosting.id

Reply-to Address: | Recipients will reply to this other address
QOrganization:
Signature text: [ ] Use HTML (g, <b>bold</b>)

NAMA HOSTING ADMINISTRATOR

PT. Melvar Lintas Registrar

Paskal Hyper Square Blok C No. 39-41,
L. H.0.5 Tjokro

noto No. 25-27 Bandung 48181

["] Attach the signature from a file instead (text, HTML, or image):

[T Attach my yCard to messages Edit Card,
Reply from this identity when delivery headers match: | list@example com,
ply igentity ¥ "

Outgoing Server (SMTP):  admin@namahosting.id - mail.namahosting id (Default v Edit SMTP server.

Manage Identities,

Account Actions v \

I8 Thunderbird Settings.

& Add-ons and Themes

()

e Setelah pilih Account Actions, pilih Add Mail Account...

Add Chat Account...
Add Feed Account...

Add Newsgroup Account..

Bemove Account

Account Actions v

e Anda akan diarahkan pada halaman konfigurasi email, kemudian isi Kolom Your
full name dengan nama yang anda gunakan sebagai identitas pada email, dan
Email address serta password email yang anda gunakan, kemudian klik
configure manually seperti berikut:
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Set Up Your Existing Email Address

To use your current email address fill in your credentials
Thunderbird will automatically search for a working and recommended server configuration

Your full name

| Admin Mamahosting @ |
Email address

|adm|n@namahost|ng.|d @ |
Password

cerravess] ® |

ﬂ Remember password

Configure manually Cancel

Your credentials will only be stored locally on your computer.

e Sesuaikan konfigurasi incoming server dan outgoing server
Incoming mail server : mail.namahosting.id port 993 (SSL/TLS)
Outgoing mail server : mail.namahosting.id port 465 (SSL/TLS)

Manual configuration

INCOMING SERVER

Protacol IMAP v
Hostname: ‘ mail.namzahosting.id

Part E

Connection security: SSL/TLS v
Authentication method: Autodetect v
Username: ‘ admin@namazhosting.id ‘

OUTGOING SERVER

Hostname: ‘ mail.namahosting.id ‘
Port [ aes 1
Connection security: SSL/TLS v
Authentication method: Autodetect v
Username: admin@namahosting.id
Advanced config
Re-test Cancel

Thunderbird will attempt to auto-detect fields that are left blank.

our credentials will anly be stored locally on your computer

e Kemudian klik Re-test, dan apabila konfigurasi sudah selesai klik Done.

0
0NdIMAdl hosting.id



