Ada beberapa langkah yang perlu dilakukan untuk mengakses email Kementerian Keuangan
menggunakan Microsoft Outlook pada Personal Computer (PC), sekaligus melakukan setting agar

email yang dimiliki dapat tersimpan pada harddisk komputer, sehingga mengurangi beban kuota
mail server, yaitu:

I. Pembuatan Profile

1. Masuk Ke Control Panel
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3. Pilih Menu Show Profile

_{3 Mail Setup - agus - ﬁ

3| E-mail Accounts
5 2 Setup e-mail accounts and directories,
o
Data Files
#, Change settings for the files Outlook uses to Data Eiles. .. |
&ﬁ store e-mail messages and documents, =
Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files. Typically, you only need one, =

Close |




4. Pilih add New Profile, lalu isikan nama profile, Klik OK
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General |

(B New Profile

@ Create New Profile

Profile Name:
|Sutra Prestashya|

Add... | Remove | Propertlesl oYL,

When starting Microsoft Office Outlook, use this profile:
% Prompt for a profile to be used
" Always use this profile
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ok | cenced | mpny |

5. Pilih Manually Configure Server Setting, Lalu klik Next

A Add New E-mail Account I — - ===

Auto Account Setup

Your Name: [ |

Example: Barbara Sankovic

E-mail Address: | |

Example: barbara@contoso.com

Password: | |

Retype Password: | |

Typs the password your Internst service providsr has given you,

|| [¥Manually configure server settings or additonal server types

<gock [ pext> | [ cancel

6. Pilih Microsoft Exchange pada pilihan email service

A A Add New E-mail Account ] = . @

Choose E-mail Service

) Internet E-mail
Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.
© Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail. '
) Other
Connect to a server type shown below.
|outiock Mobile Service (Text Messaging)

<Back [ Next> | [ concel |




7. Pada Microsoft Exchange Server isikan : mailbox , lalu nama profile diisikan dengan nama
user akun yang terdaftar pada server Pusintek.

| U Add New E-mail Account I — - E

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system

administrator.
Microsoft Exchange server: | mailbox
[#] Use Cached Exchange Mode

Type the name of the maibox set up for you by your administrator, The maibax name
is usually your user name.

User Name: | Sulra Prestashya | IMW

-

[<gack [ dext> | [ cancel |

8. Validasi nama dan password untuk connect ke mailbox,
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| @ Add New E-mail Account I — - NVIDIA  Parental  Penand
Contr..  Controls Input Devices
Microsoft Exchange Settings i
You can enter the to connect to \ p N
. w @ J
N B Connect to mailbox (0 [
Type the name of your Mi . For ‘your system —
admnistrator.
= %
Use Cached Exchange Mode
Type the name of the maibox set up for you by your administrator. The maibox name Connecting to maibox
is usually your user name.
s e [y (PSS pe—————_
Password: eosens]
[“IRemember my password
N tod

9. Tahapan Instalasi Selesai

D Add New E-mail Account . P— g
|

Congratulations!

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

To dose the wizard, dick Finish.
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Pembuatan Personal Folder

1. Buka Microsoft Outlook pada Start Menu
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37 Microso office Outiook
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25 Miccosoft ofice word 2007

Q\_!? Microsaft Virtual PC

Y ot
J

) e
.

Remote Desktop Connection

= Microsoft Office Excel 2007
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|| £ Microsoft Office PowerPoint 2007

Agus Julianto
Documents
Pictures
Music
Games
Search
Recent lrems
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Network
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Default Programs

Help and Support

O

2.

& Inbox icrosoft Outlook

{ File Edit View Go
new - &3 X
Mail

Favorite Folders
[ Inbox [
A Unread Mail
[ sent tems
Mail Folders
2] Al Mail Ttems

= €4 Mailbox - Sutra Prest]
5 Deleted Items
(L7 Drafts
[} Inbox (3)
[ Junk E-mail
[ outbox
(3 Quarantine
RSS Feeds
[ sent tems
@ L3 search Folders
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Pilih Menu Tools -> Option

Send/Receive

Instant Search

AddressBook...  Ctrl+Shift+B
Organize

Rules and Alerts...

Out of Office Assistant...

Mailbox Cleanup...
Empty "Deleted tems" Folder
Recover Deleted Items...
Forms

Macro

Account Settings..

Trust Center..

Customize...

Options..

E-mail Scan Properties..

Scan for Threats..

Tools | Actions _Help
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3.

Pilih Mail Setup -> Data File

Options

15 o

Preferences | Mail Setup | Mail Format | spelling | Other | Delegatesl

E-mail Accounts

S|

3 Setup e-mail accounts and directories.

E-mail Accounts... ;

Send/Receive

Set send and receive settings for e-mail messages and documents.

Send immediately when connected

Data Files

@3

Change settings for the files Outlook uses to store
e-mall messages and documents.

Data Files...

Dial-up

Iy

) Always use an existing dial-up connection
[] Automatically dial during a background Send/Receive
Hang up when finished with a manual Send/Receive |

Control haw Qutlook connects to your dial-up accounts.

Warn before switching an existing dial-up connection

Apply




4. Llalu Add New Data File

Data File ini adalah lokasi pada komputer, yang dipilih untuk menyimpan backup email.

¥ =1 o - [ 7 L
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Account Settings E

Data Files
Outlook Data Files

E-mail | Data Files |RSS Feeds I SharePoint Lists I Internet Calendars | Published Calendars I Address Books.

g Add... 0 settings... @ SetasDefault ¢ Remove (25 Open Folder...

Name Filename Comment

Mailbox - Sutra Prestashya  outlookl.ost in C:\Jsers\Agus Julianto\AppData\Local'\Microsoft...  Default

Select a data file in the list, then dick Settings for more details or dick Open Folder to display the
folder that contains the data file. To move or copy these files, you must first shut down Outlook,

Cloze
- = — -
5. Pilih Outlook 97-2002 Personal Folder File (.pst)
Account Settings l P J1|-
Data Files

Outlook Data Files

E-mail | Data Files |RssE I L TR L
New Outlook Data File =5

g Add... Settings.
o= ' setting Types of storage:

Name Office Qutlook Per:

|l Folders File (pst)
FoldersFile (pst) ...

Mailbox - Sutra Prestashyl

Description

Provides storage for items and folders. Compatible with
COutlook 97, 98, 2000 and 2002.

Select a data file in the list,
folder that contains the data file. To move or copy these files, you must first




6.

Pilih lokasi Folder untuk menyimpan Backup Email. Lokasi Diarahkan pada drive lokal pada

komputer.

Account Settings

|l Create or Open Outlock Data File

'|‘9||Sear~:1’.'

| .
@uv| | % mailbox tashya

1 ‘ Organize ~ g8 Views ~ [ New Folder

Date medified Type

-
Name

Favorite Links

[E| Documents

il Recent Places
B Desktop

& Computer

[% Recently Changed
E Pictures

B Music

5 searches

J Public

Folders ~

Size

Ma items match your search,

File name: Personal Folder

Save as type: | Personal Folders Files

+ Hide Folders
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7. Dapat dilakukan pengaturan password untuk mengakses personal folder tersebut. Tetapi
apabila tidak ingin menggunakan password untuk mengakses personal folder tersebut, klik

OK tanpa mengisikan password.

-
Account Settings

Data Files
Outlook Data Files

]

E-mail | Data Files |RSS Feeds | SharePoint Lists I Internet Calendars | Published Calendars | Address Books

LgAdd.. [ Settings... ¥ SetasDefault X Remove [ Open Folder...

Mame Filename

Comment

—

Mailbox - Sutra Prestashya outlookl.ost in C:\Users\Agus Juli

Create Microsoft Perscnal Folders

Select a data file in the list, then dick Settings for more details or
folder that contains the data file, To move or copy these files, va

E:\mailbox tashya'Personal Folder.pst
Personal Folders
Personal Folders File (57-2002)

Password

File:
MName:

Format:

Password:
Verify Password:
|| 5ave this password in your password list

[ OK ][ Cancel ]

8. Konfigurasi Personal Folder selesai. Untuk mengurangi beban pada mail box yang terbatas
kuota, maka dapat memindahkan email ke dalam Personal Folder yang telah dibuat. Dengan
begitu beban pada mail server berkurang dan email telah berpindah ke PC yang dimiliki.



