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Panduan Login
Office 365 Buka url login.microsoftonline.com pada browser

8 & @ incognito

B8 Microsoft

P!

o %
““TBINA NUSANTARA

Office 365 L Search o ?  STANISLAUS EST!... {isw:j'

Sign in

Good morning, STANISLAUS Install Office
|E|"1a'l phone, or Skype
P " - . All My recent Shared Favorites Type to filter list Y 7 Upload
login menggunakan emall ang cigunakan u ] Smaya ==
Mo account? Create one! v W Modified —

Can't access your account?

@Q Sign-in options

=
g‘ 3
Be& &8 0 & € @ & © 2




Panduan Download &
InSta“. MS- Office 365 Pilih View Account pada account manager

! Microsoft Office Home X o

& @ office.com Lo v g % Incognito

* Youlube &' Maps

e
—ﬁlﬂl NUSANTARA —

I Bina Musantara University Sign out

Good morning, STANISLAUS
N L‘\’ STANISLAUS ESTIA...

- . _ i ) | stanislaus.wibowo@binus.ac.id
All My recent  Shared Favorites Ype to it ' SW / [Vi |
=~ View account
e ’ My Cffice profile
D - MName Maodified - Shared by Activity -



Panduan Download &
Install MS. Office 365

& Welcome to the new My Account experience!

&

A
Al

My Account v

. Overview

Security info

Devices

Password

Organizations

03 Settings & Privacy

My sign-ins

Pilih Office apps — Office apps & devices

1l

Office apps

Subscriptions

< > £ I » &

S

My account

Personal info

Subscriptions

Security & privacy

App permissions

Apps & devices

Tools & add-ins

y Office apps & devices

You can \n%all Office on up to 5 PCs or Macs, 5 tablets,

and 5 smartphones.

Install Office

B Subscriptions

Verify what products and licenses you have.

View apps & devices

Q Security & privacy

Protect your account and adjust important privacy
settings to your preference.

Manage security & privacy

Wgtions

& App permissions

Apps with access to your data: 26

Manage which apps have access to your data. You can
revoke permission whenever you want.

Change app permissions

Klik install

Office
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Akses dan login ke Binusmaya

Panduan change /
ganti password email

Pilih Account Settings

* Pilih Change Password
o o
@ b inus.acC. |d * Pastikan password baru memenuhi requirement
ACCOUNT SETTING
I élnus - 44
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STUDENT PROFILE CONFIRMATION
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Pa nd uan Setu p * Buka aplikasi Ms.Outlook
MS.O utlook * Masukan email dan password akun @binus.ac.id
Office365 * Pilih Microsoft 365

ﬁ Outlook

Advanced setup

& Outlook
g | & & G
Masukan email account @binus.ac.id J
L Mi(rosog 365 Outlook.com Exchange Google
Advanced options + | a Catatan:
‘ POP IMAP Exchange 2013 Kamu bisa mengakses MS

or earher

Outlook melalui PC, Laptop,
Smartphone, atau Tablet
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Panduan Setup + Buka aplikasi Ms.Outlook
MS.O utlQOk * Masukan email dan password akun @binus.ac.id
Office365 * Pilih Microsoft 365

P Search
ﬁ %'J“L}UK File Home Send / Receive View Help
7 Newemail ~ | [i] Delete v+ =] Archive [ Move~ | € Reply %) Replyall —> Forward | [ Moveto:? v | © unread/Read S5~ B~ Search People B Y-
Account successfully added : & o . 2
vFavorites Other ByDatev 1 Welcome to Outlook. Simplified.
Microesoft 365 Inbox & - e - Find commands you use less frequently and
— stanisluswibowo@binus.acd those that won't it on your screen here in More
Drafts Commands. To add a command to the ribbon,
Sent Items right-click it, then pin it
Deleted Items 1 Learn More
1
e A Got it ‘
v stanislauswibowo@binus.... Proses setup email selesai R
Inbox 6
Drafts
Sent ltems 1 oA
Add another email address [ ‘
Deleted ltems
EmMail adaress Archive

elect an item to read

> Conversation History - - T Click here to always preview

Advanced options ~

Junk Email
Outbox
RSS Feeds

> Search Folders

s ig up Qutlook Mobile on my phone, too

BB R B

tems: 17 Unread: 6 Updating inbox.  Connected to: Microsoft Exchange m @
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Pandun Setup
MS.Outlook
Office365

Draft
Menyimpan draf
pesan tidak terkirim

Sent Item
Seluruh email yang
kamu kirimkan

Pesan yang kamu

Deleted Item ‘
hapus
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Fitur penting dalam Ms. Outlook

P Search

File Home Send / Receive View Help

£ New Email ~ Delete v [=] Archive [ Move~ | € Reply € F
<
«Favorites Focused Other ByDatev 1

: Inbox
— Drafts — | Semua pesan yang masuk ke
|, Sentltems

dalam outlook

Inbox 6 v Today

Deleted Items

v stanislaus.wibowo@binus.... |
Inbox 6
Drafts v Last Week
Sent ltems
Deleted ltems

Archive

> Conversation History

Junk Email

Outbox
Pesan yang gagal terkirim

Jutbh »
Outbox >

RSS Feeds

> Search Folders
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Panduan Setup
MS.Outlook
Office365

Akses Calendar Ms.Outlook

£ Search
File Home Send / Receive View Help
EginewEmail = || ENGDetete = T Acchice | HiMave =" S5 Reply/ | %o F =2 = m E Today T & Jume2021 Month ~ £ Share e Print
<
~ Favorites Focused Other ByDate~ T B
Inbosx & < Todwy - ‘ & ' June 2021 N Sunday Wonday Tuesday Wednesday Thursday Friday Saturday Tue, Jun & 556
Drafts 5 M T W T F 5 May 3 31
30 3 1 2 3 4 =
Deleted Items
] s 7@ 0w 1200 PM
“stanislaus.wibowo@binus.... I 13 14 15 16 17 18 19 2 hrs
inbosx 6 < 0ozt 22 23 24 35 26 ——
Drafts v LastWeek < - - 6 7 uns #5369 # 10 N @ 1z @
Serk e 27 28 29 W 1 2 3
&
Deleted items 4 5 6 7 g 9 10
Archive
> Conversation History u E .
Add calendar R d
Junk Email
N 13 14 15 16 17 18 19 emln er
Outbox &
RSS Feeds ~ My calendars P g' g g d
> Seacch Fotders engingat agenda
o e o di hari ini
o ) United States holidays
20 21 22 23 24 25 26
~ () Birthdays
= 22 B s > People’s calendars
T 5= 17 nread: 6
“  All Group Calendars a7 28 28 30 Jul E 3

Calendar > Groups
Untuk melihat semua agenda atau Tampilan agendamu selama 1 bulan
jadwalmu
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Panduan Microsoft Teams
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Download & Install Microsoft Teams

» Berikut link untuk download aplikasi Ms. Teams

v https://www.microsoft.com/id-id/microsoft-teams/download-app

» Setelah aplikasi Ms. Teams berhasil di download, kemudian melakukan penginstallan sebagai berikut :

v Buka Aplikasi Ms. Teams yang telah di download.

v" Pilih Get started. ' . r 9‘

, “J \
Y

Welcome to Microsoft Teams!

Catatan:
Kamu bisa mengakses Ms. Teams melalui
PC, Laptop, Smartphone, atau Tablet



https://www.microsoft.com/id-id/microsoft-teams/download-app
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Sign In MS. Teams Sign Out MS. Teams

 Jalankan aplikasi MS. Teams yang sudah di-install * Pada aplikasi Ms. Teams, klik dibagian pojok kanan

« Masukan email > password > Sign in atas (Profile) lalu pilih Sign out

a— =L
Chat ~ = G i
(v Available Sat ’.‘,.:',.: messags
B Microsof ft
B Microsof R
Signin Enter password '!‘ &
-
e e
e e
Have private conversations
Sometimes you just want to chat or video cal
ely one-on-one or with 3 group.
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Apabila ingin melakukan percakapan dengan user lain yang online di Ms. Teams | 0

dapat menggunakan fitur Chat ‘,9’

‘r';l‘ Chat ~ = @ Organization 1 more ~ T (N 8{0} Bz

1=
o
o

i B

Type a new message

b !\ 2 QO F @B R & - B

I
i
o

List orang yang chat
denganmu
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Apabila ingin melakukan telepon dengan user lain yang online di MS. Teams dapat

Calendar

menggunakan fitur Calls 9
- -

q?n Calls Speed dial @s
S) % Speed dial
)
Teams ('__-) History
Voicemail
]
% Kamu bisa melakukan audio dan video call, baik secara

personal maupun berkelompok

=
o
b =]

R, Make a call

I
i
™



Nz

FIRsT

4 - . || BINUSIAN 2028 N Q

Menu Penting di MS. Teams

Teams

‘ ®  Teams

‘Q’ _ Teams = 533 S& Join or create team

* Your teams

.

=
o
o

I
[y
o

Kamu bisa melihat seluruh grup yang kamu ikuti atau buat
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f«%w Calendar G Meet now

@ B Today £ > June 2021 B Work week
Chat

. 07 08 09 10 1

Teams Manday Tuesday Wednesday Thursday Friday

Kamu bisa melihat seluruh agendamu dan ini terintegrasi
dengan calendar di Ms. Outlook

P
1PM
2PM

EB 3 PM

Apps
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