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A. MEMULAI MENGGUNAKAN OUTLOOK WEB ACCESS (OWA) Ms. EXCHANGE 2010

1. Membuka web browser

2. Ketikkan URL email Kementerian Keuangan - alamat yang digunakan : mail.depkeu.go.id

@ Moxzilla Firefox = | B )
Eile Edit View History Bockmarks Tools Help
v = mail.depkeu.go.id + | - | M- Google £
=
|| (Wntitled) * -

3. Kemudian akan muncul tampilan Connection Untrusted, hal ini terjadi karena email
Kementerian Keuangan menggunakan sertifikat internal sehingga tidak di kenal di browser.
Pilih menu | understand the risks

@) Untrusted Connection - Mozilla Firefox = | O S|
File Edit View History Bookmarks Tools Help

v c ¢t || https//mail.depkeu.go.id/owa W ""' Google P
=

| Untrusted Connection + -

% This Connection is Untrusted

You have asked Firefox to connect securely to mail.depkeu.go.id, but we can't confirm that
your connection is secure.

Mormally, when you try to connect securely, sites will present trusted identification to prove
1l that you are going to the right place. However, this site’s identity can't be verified.

What Should I Do?

m

If you usually connect to this site without problems, this error could mean that someone is
trying to impersonate the site, and you shouldn't continue.

l Get me out of here!

Technical Details

I Understand the Risks

Done




4. Kemudian akan muncul keterangan dibawah | Understand The Risk. Klik tombol Add Exception

.
(@ Untrusted Connection - Mozilla ﬁ:e_@@lg

File Edit View History Bookmarks Tools Help

2 C 72y | A https//mail.depkeu.go.id/owa woT

-“ ~ Google £ ‘

J (1, Untrusted Connection |T| ‘ -

You have asked Firefox to connect securely to mail.depkeu.go.id, but we can't confirm that
your connection is secure.

% This Connection is Untrusted
<

Hormally, when you try to connect securely, sites will present trusted identification to prove
that you are going to the right place. However, this site’s identity can't be verified.

What Should 1 Do?

If you usually connecdt to this site without problems, this error could mean that someone is
trying to impersonate the site, and you shouldn’t continue,

Get me out of here!

Technical Details

m

I Understand the Risks

If you understand what's going on, you can tell Firefox ta start trusting this site’s
identification. Even if you trust the site, this error could mean that someone is tampering with
your connection.

Don't add an exception unless you know there's a good reason why this site doesn't use
trusted identification.

Add Exception...

Done

5. Setelah muncul jendela Add Security Exception, maka klik tombol Get Certificate kemudian
tombol Confirm Security Exception

EETE—

You are about to override how Firefox identifies this site.

y E Legitimate banks, stores, and other public sites will not ask you to do this.

Server
Location:  https://mail.depkeu.go.id/owa|

Certificate Status
This site attempts to identify itself with invalid information.

Unknown Identity

Certificate is not trusted, because it hasn't been verified by a recognized authority.

Permanently store this exception

[gonfirm Security Exception ] [ Cancel




6. Selanjutnya akan muncul halaman login pada Outlook Web Access.

Pilih salah satu opsi keamanan (security), dengan penjelasan sebagai berikut :

a) This is a public or shared computer : dipilih apabila user menggunakan perangkat
(PC/laptop) umum yang digunakan secara bersama-sama dengan orang lain.

b) This is a private computer : dipilih apabila user menggunakan perangkat (PC/laptop) secara
private / personal.

Perbedaan kedua opsi tersebut dapat dilihat dengan klik pada link Show Explanation.

Untuk pilihan Use the light version of Outlook Web App dapat digunakan / dicentang apabila
user mengakses email Kementerian Keuangan menggunakan slow internet connection.

File Edit View History Bookmrks Tools Help
pCc 7 QONETRETR tios/mail depkev.goidiows/a 1¢ - | | M= Google P
67 Mchfee™ i

(0] Outlook Web App - -

Outlook Web App

@ This is a public or shared computer
7 This is a private computer

[[] Usethe light version of Outlook Web App

m

Domain\user name:

Password:

Connected to Microsoft Exchange

© 2010 Microsoft Corporation. Al rights reserved

Done

7. Masukkan user name dan password anda pada textbox yang tersedia. Format isian sebagai
berikut :

- User name : depkeu\user-anda
- Password :password-anda




Outlook Web App - Mozilla Fi [E=REER

Fle Edit View History Bookmarks Iools Help
(A=, p

e~ C X &
Z

J 0] Outlook Web App + -

LR nitps://mail depkeu.go.id/owars 77 - | M- Google A

Outlook Web App

Security ( show explanation )

This is a public or shared computer
This ic 3 private computer

Use the light version of Outlook Web App

Domain'user name: | depkeulk suasanti |

Password: |-o

Connected te Microsoft Exchange
® 2010 Microsoft Corporation. All rights reserved.

Done ]

8. Tampilan Outlook Web Access (OWA) anda yang baru akan seperti gambar berikut :

Eile Edit View History Bookmarks Tools Help

SIS nttos//maildepkeugoid/ows/ 17 - | [H]- Google P

J 0] Kusuma Suasanti - Outiook Web App |+ -
[ .
Outlook' Web App Kusuma Suasanti -
Mail > Tnbox 1 Trems 2] - B FindSomeone  Options - @~

a Favaorites *  MNew- Delete - Move- Filter - View~ (v
3 inbex

3 sentltems Search Entire Mailbox o v

@ Deleted Items

rsbyDate »  NewestonTop

4 Kusuma Suasanti 21 tess email v
3 nbox Astika Trisnawati Suprapto 7:26 AM
2 rafts

I3 sentItems
@ Deleted tems

tess email

o 4 Astika Trisnawati Suprapto @ @ & Acdions-
=4 Mail -
To: servicedesk
E Calendar Manday, Cctaber 24, 2011 7:26 AM
[83) contacts Tesse
M Taskes
g Public Folders Colae Wt o € - -

Done




B. RESET PASSWORD

Reset Password pada Outlook Web Access (OWA) Ms. Exchange 2010 dapat dilakukan melalui
shortcut Options — Change Your Password.

1. Pada jendela Outlook Web Access (OWA) anda, perhatikan Menu Options yang ada di sisi
sebelah kanan atas. Klik Options — Change Your Password

o
1@ Kusuma Suasanti - Outlook Web App - Mozilla ﬁ_@@u

File Edit View History Bookmarks Tools Help
O McAfec [

A https://maildepkeugoidfowa/s 17 - | M- Googe P

| (0] Kusuma Suasanti - Outiook Web App |T‘

[ .
Outlook Web App sign Ut Kusuma Suasanti -
Mail > Inbox 1 Jtems 2] - & Fin Options - @) -

4 Favorites *  Mew - Delete - Move- Filter - View - Options s )

3 mbox Set Automatic Replies...

= Search
(3 sentItems

e ” Change Your Password...
& Deleted tems i o Create an Inbox Rule...

4 Kusuma Suasanti g e tess email see All Options.. pY
(3 Inbox Astika Trisnawati Suprapto Select a Theme AM
[ Drafts 4] - -
[Z) SentItems I:‘ ! E-.. -
@ Deleted Items »
tess email ‘—
4 Astika Trisnawati Suprapto @ @ & Acions- |
= Mail
To: servicedesk
=
j Calendar Monday. October 24, 2011 7:26 AM
H Contacts Tesss
ﬂ Tasks
3 public Folders o Hoomans Ao i )
Done &

2. Setelah muncul jendela Mail — Options — Security — Change Password, lengkapi data password
lama dan password baru yang akan digunakan.

r — m
@ Password - Outlook Web App - Mozilla Firefox - [E=rE
Eile Edit View History Boockmarks Tools Help
@ - - )
& MchAfee” jijRd
| 5k Password - Outlook Web App [+ |-
a‘ﬁlook WebApp sign out  Kusuma Suasanti
Ml wmail > Options My Msil @ -
£ @ @9 [# R
Organize E-Mail Mail Calendar  General ~ Regional ~Password
Groups
Settings Change Password =
Phone Enter your current password, type a3 new
password, and then type it again to confirm it.
Block or Allow
After saving, you might need to re-enter your
user name and password and sign in again.
You'll be notified when your password has been
changed successfully.
Bomainuser pepyeyik suasanti )
name: -
Current
password:  *eeete
New
password:
Confirm new
password: m
/' Save -
Done a
L




Format isian sebagai berikut :

- Current Password : password anda saat ini

- New Password : password baru anda

- Confirm New Password : ulangi password baru anda
Kemudian klik tombol Save.

Setelah reset password berhasil dilakukan, akan muncul pesan bahwa password user telah
berhasil diganti. Untuk login menggunakan password baru, klik menu Sign Out.

,
=TT

Ele Edit View History Bockmarks Tools Help
@ ¥ Cc A
Z

| 5 Password - Outlook Web App [+

&j https://mail.depkeu.ge.id/ecp/m 77 - ‘ ‘-‘lv Google Pl

aﬁﬁook'web.ﬂpp sign cut  Kusuma Suasanti
Mail > Options My Mail 9 -
Account 5}4 E Eﬁ a ?k

Organize E-Mail Mail Calendar  General  Regional  Password

Groups

Settings

Phaone

Block or Allow

Outlook' Web App

Your password has been changed. Click OK to sign in with your
new password.

Connected to Microsoft Exchange
© 2010 Microseft Corporation. All rights reserved.

Done iy




