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Pengantar

ntuk mengoptimalkan penggunaan perangkat lunak yang dilanggan universitas

khususnyaMicrosoft Office, berikutinikamisusun panduan untuk mengkonfigurasi
Microsoft Outlook 365 for Windows dan Skype for Business untuk kegiatan online
meeting.

Microsoft Outlook adalah sebuah program personal information manager dari
Microsoft, dan bagian dari suite Microsoft Office . Walaupun biasanya hanya
digunakan untuk mengirim dan membaca surat elektronik, program ini juga memiliki
fungsi kalender, jadwal kerja, catatan, dan jurnal.

Skype adalah sebuah program komunikasi dengan teknologi P2P (peer to peer).
Program ini merupakan program bebas (dapat diunduh gratis) dan dibuat dengan
tujuan penyediaan sarana komunikasi suara (voice) berkualitas tinggi yang murah
berbasiskan internet untuk semua orang di berbagai belahan dunia.

Sedangkan untuk kegiatan meeting online, bisa menggunakan Skype for Business,
yang merupakan versi berbayar Skype.
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Konfigurasi Microsoft Outlook 365
1. Membuka Microsoft Outlook

[ s Filters
Best match

Outlook 2016
Desktop app Ib

Search suggestions

/D out - See web results
Settings

Folders

Documents

Store

L oufjook 2016

Jika Anda menggunakan Windows 10, Anda bisa membuka Microsoft Outlook 365
dengan mengetikkan di pencarian Cortana seperti pada gambar diatas.
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Konfigurasi Microsoft Outlook 365

N
Activate Office

To activate Office, enter the email address that's
associated with your Office subscription.

dssdif@ 265 . ugm.ac.id

Enter a product key instead

Privacy staternent

Jika muncul jendela aktivasi seperti pada gambar diatas, masukkan username email
Anda dengan format seperti pada gambar diatas (username email diikuti @365.
ugm.ac.id). Sehingga Anda akan diarahkan ke halaman SSO seperti pada gambar
dibawah ini.
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Konfigurasi Microsoft Outlook 365

# Universitas Gadjah Mada

Single Sign On

Enter your UGM ID and Password

UGM 1D {without @ .ugm.ac.id):

dssdi

Password:

Dﬂarn me before logging me into other sites.

Dﬂemember Me

LOGIN Forgot password?

Kemudian, masukkan username dan password email Anda, tanpa diikuti @ugm.

ac.id ataupun @365.ugm.ac.id.
Setelah Anda berhasil melakukan aktivasi, akan ditampilkan jendela Microsoft

Outlook Anda.
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Setelah Microsoft Outlook 365 terbuka, akan ditampilkan antarmuka kurang lebih
seperti pada gambar dibawah.

Inbox - Outlook Data File - Outlook

Send / Receive Folder WView ADOBE PDF '-:-' Tell me what you want to do
El |?| ¥ Clean Up - x |/7 | B2 Meetin W Maove to: 7 2 To Manager ¥ @ 21 Unread/ Read || Search People
&l | e =] | d b5 B Y = v Done D | =
¥ ¥ &g Junk i Frde G Tl G . Team Email Done o Troalieh i Categorize [EE Address Book ¥
ew ew elete Archive weply weply arwar £ . . ove neiNote
Email [tems - o A’TIJ r@ Mors ¢ Reply & Delete ¥ Create New T ™ Follow Up Y Filter Email - Ac:n:ntv
New Delete Respond Quick Steps ] Move Tags Find Adobe Se.. -~
i <
4 Favorites [ search Current Mailbox (Ciri=F) P | current Mailbox_ ~
Inbox All Unread By Date ™ Newest 4
Sent [tems We didn't find anything to show here.
Deleted Items

4 putlook data file
Inbox
Drafts
Sent ltems
Deleted ltems
Junk E-mail
Qutbox
R5S Feeds
Search Folders

Items: 0 ES B -—+ 0%
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1. Mengkonfigurasi Pengguna Microsoft Outlook 365

Setelah Microsoft Outlook 365 terbuka, silahkan Anda klik menu File, seperti
dicontohkan pada gambar dibawah ini.

Send / Receive

5| x B
Ijl a|_||E Clean Up x

o Junk
Mew  MNew Delete £
Email Iltems -~
Mew Delete
4 Favorites N
Inbox

Setelah itu, silahkan diklik toolbar/tombol Account Settings, seperti dicontohkan
pada gambar dibawah.

Inbox - Outlook Data File - Qutlook (] N O X

Account Information

No account available. Add an e-mail account to enable additional features.

n settings. x by emptying Deleted [tems and archiving.
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Kemudian akan ditampilkan gambar seperti dibawah ini.

| Account Settings ot

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

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

Ei" New... ‘9 Repair.. P Change.. @ SetasDefault ¢ Remowe # &

MName Type

Close

Silahkan Anda klik tombol New, seperti pada gambar dibawah ini.

E-mail  Data Files RSS Feeds SharePo

@ W repair.. W change...

Setelah itu akan ditampilkan gambar seperti berikut :
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Add Account >

Auto Account Setup
Dutlook can automatically configure many email accounts.

@ E-mail Account

Your Mame: |Direh:tc|rat Sistem Dan Sumber Daya Informasi Ul:|

Example: Ellen Adams

E-mail Address: | dssdi@365.ugm.ac.id |

Example: ellen@contoso.com

Password: | ******** |

Retype Password:

*******;\1 |

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back | Mext = || Cancel |

Setelahitu, silahkan mengisikan informasi yang diminta sesuai dengan akun Microsoft
Office 365 Anda. Jika biasanya akun email Anda adalah @ugm.ac.id atau @mail.
ugm.ac.id, maka pada akun Microsoft Office 365 ini akun Anda menjadi @365.ugm.
ac.id. Setelah semuanya diisi, silahkan menekan tombol Next >.

Tunggu sebentar, Microsoft Outlook sedang mencari konfigurasi yang baru saja
Anda isikan, seperti ilustrasi pada gambar dibawah ini.
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Add Account >

Searching for wh mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes,
' Establishing network connection
=3  Searching for dssdif@365.ugm.ac.id settings

Logging on to the mail server

Setelah selesai proses pada gambar diatas, Microsoft Outlook meminta kita untuk
menutup dan membuka kembali Microsoft Outlook, seperti pada pesan gambar
dibawabh ini.
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Add Account >
) Microsoft Outlock X
Congratulations!
| . Yournust restart Outlook for these changes to take effect.
Configuring :
Cutlook is completing the setup for your accour
QK
+  Establishing network connection
+  Searching for dssdi@365.ugm.ac.id SeTungs
' Logging on to the mail server
Congratulations! Your email account was successfully configured and is ready to use,
[] Change account settings | Add another account... |
< Back | Finish | | Cancel |

Silahkan Anda tekan tombol OK.
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Send / Receive Folder

El sﬁéﬁ 7% Clean Up x

&g Junk
New  New

Emnail ltems =

Delete Archive

New Delete

View ADOBE PDF @ Tell me what you want to do

ST Manager
v Done
¥ Create New v

Move to: 7
ET Team Email
EL Reply & Delete

= [F2 Meeting

Reply Reply Forward E-@Mnre
All

Respond Quick Steps F]

v

Move OneMote !
Ib

Move

@ 51 Unread/ Read
(<> ] H

Categorize
Follow Up

Tags

4 Favorites N Selg

Inbox
Cale
Sent [tems

Deleted ltems

Account Settings

E-mail Accounts
You can add or remove an account, You can select an account and change its settings,

*

4 gutlook data file

Inbox

Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calenda

T New.., W Repair. W Change.. @ SetasDefault W Remove & &

rs  Address Books

Drafts

Mame

Type

Search People

EE Address Book

Y Filter Email
Find

O

My

Customize Cutlook Today ...

Messages

Inbox
Drafts
Outbox

Account~
Adobe Se...

o

Sent [tems
Deleted ltems
Junk E-mail
Outbox

RS5 Feeds

Search Folders

Close

] B -——+ 10%

Silahkan klik tombol Close. Kemudian tutup Microsoft Outlook Anda, setelah itu buka
kembali Aplikasi Microsoft Outlook 365 Anda. Tampilannya kurang lebih seperti pada
gambar dibawah, hanya berbeda di nama pengguna.
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gm.ac.id - Outl

nd / Receive Folder View ADOBE PDF @ Tell me what you want to do

— | = Z B s T2l | % Mov S ' i -

n > Move to: 7 ove f=1 Unread/ Read = %a® New Grou, Search People
T eh 7 X LR B m |5 e i | a

= E3 To Manager v :mRules~ 1 Categorize £ Browse Groups [E5 Address Book

New = . - § X Store Ny
Email ltems - 3@' Team Email v qﬁbOneNote |* Follow Up Y Filter Email e
New Delete Respond Quick Steps 7] Move Tags Groups Find Add-ins  Adobe Send & Track -

Delete Archive | Reply Reply Forward E‘@
All

i <
4 Favorites [ search Current Mailbox (Cirl=E) P [ current Mailbox ~
Inbox

All Unread By Date = Mewest 4

Sent ltems We didn't find anything to show here.

Drafts

4 dssdi@365.ugm.ac.id
Inbox
Drafts
Sent [tems
Deleted ltems
Conversation History
Junk Ernail
Outbox
RSS Feeds

I Search Folders

[: Groups

4 gutlook data file
Inbox
Drafts
Sent [tems
Deleted ltems
Junk E-mail

Outbox

ltems: O All folders are up to date. Connected to: Microsoft Exchange |]:| E = + 0%
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1. Membuat jadwal Meeting/Rapat

Pada tab/menu Home, silahkan Anda klik toolbar New Items, kemudian klik menu
Meeting seperti pada gambar dibawah.

Inbax - dssdi@365.ugm.ac.id - Qutlook

Send / Receive Folder View ADOBE PDF T Tell me what you want to do

El |?| [ x 4 w= W Move to: 7 ¥ Move £ Unread/ Read ".':lNewGroup Search People o D
x . - -F -

B3 To Manager = g Rules~ = Categorize P Browse Groups [E= Address Book

New = New Delete Archive | Reply Reply Forward [‘@
Email Items~ T All
MNe =7 E-mail Message Respond Quick Steps r] Move Tags Groups Find Add-ins | Adobe Send & Track A

Stare My

EJ Team Email 7| | @, oneNate | [™ Follow Up Y Filter Email - Account -

4 Fav Appointment | Search Current Mailbox (Ctri+E] R | Current Mailbox -

Inba [T Meeting h All Unread By Date = Newest ¢
Sent| g%  Group
Drafl Contact

v Task

Meeting (Ctrl+Shift+Q) We didn't find anything to show here,

4 dsst E-mail Message Using *
Inba More [tems L4
Drafi i:% Skype Meeting
Sent ltems
Deleted tems
Conversation History
Junk Email
Outbox
RSS Feeds

I Search Folders

I» Groups

4 outlook data file
Inbox
Drafts
Sent lterns
Deleted ltems
Junk E-mail

Outbox

Items: O All folders are up to date.  Connected to: Microsoft Exchange |]:| @ -+ 10%

Setelah itu, akan ditampilkan jendela seperti pada gambar dibawah ini.
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e Meeting Insert  FormatText  Review @ Tell me what you want to do
x IR Calendar

Untitle

Choose an available room:

.
=€) c @ sl ED‘ £ a B showns W B & (1] Private
=l S 2i ¢ 122 = ow usy .
- < >3 v € & W, High Importance
Delete (O Forward - APPOIntment Scheduling  Skype Mecting  Cancel Address Check Respense  © pominger |15 minutes - |Recurrence Time Roem  Categorize Office
Assistant Meeting Notes Invitation Book MNames Options = Zones |Finder = Low Importance | Add-ins
Actions Show Skype Meeting Meeting Notes Attendees Options & Tags Add-ins -~
 vou haven't sent this meeting invitation yet. Room Finder ~ X%
.. | [l | 4 Juni 2017 4
subject | | Min Sen Sel Rsb Kam Jum Sab
Sen 28 29 30 31 1 2 3
Location | ~| | Rooms.. 4 5 6 7 8 9 10
1 12 [13] 14 15 16 17
Starttime [ Sel 13/06/2017 | [ a0 day event s 2 5z o B
End time |s=\13/05;2017 v‘ 2% 2 B2 0
["]Goed [ Fair W Foor

Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business

Hone

Suggested times:

10.00 - 10.30

No conflicts

Mo conflicts

11.00 - 11.30
Mo conflicts

11.30 - 12.00
Mo conflicts

10.30 - 11.00

12.00 - 12.30
Mo conflicts

Setelah itu, cari dan klik toolbar Skype Meeting seperti pada gambar dibawah ini.

Meeting Insert Format Text
x Fa Calendar E
Delete E,; Forward - Appointment Sr:he.duling

Assistant
Actions Show

o You haven't sent this meeting invitation yet.

Q' Tell me what you want to do

Review

Bz X

Skype h Meeting Cancel Address Check Res
Meeting Motes Invitation Book MNames Opt
Skype Meeting | Meeting Motes Attendees
Skype Meeting

Create a new Skype Meeting.

EEJ@(

The default options might allow

uninvited people to join your

To... |
=1 _
Subject |
Send
Location |

meeting. Use meeting options to

control access to your meetings.

Start time | Sel 13/06/2017

| |11}.1}l}

v| [] All day event

End time |5e| 13/06/2017

| [1030

v |
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Meeting Insert  FormatText  Review @ Tell me what you want to do

x IR, Calendar @ @;{ E@ 0‘.9‘.@ (E Z2 show As: |l Busy . O @ a8 ==I Private

! High Importance
Delete (O Forward - APPOIntment Scheduling  Skype Meeting  Cancel Address Check Response & Raminder |15 minutes  ~ |Recutrence Time |Room = Categorize = Office

Assistant Meeting Notes Invitation Book MNames Options = Zones |Finder = Low Importance | Add-ins
Actions Show Skype Meeting Meeting Notes Attendees Options & Tags Add-ins

~

 vou haven't sent this meeting invitation yet.

o | [ ]l \

Room Finder ~ %

4 Juni 2017 »
subject | | Min Sen Sel Rab Kam Jum Sab
Send 28 20 30 3 1 2 3
Location | ~| | Rooms.. 4 5 6 7 8 9 10
1 12 [13] 14 15 16 17
Start time |s=\13/05;2017 ‘wm v‘ [7] Al day event b s 20 2 2 2 B
End time |s=\13/0w2017 ‘1030 v‘ B z 2 = 0
Skype for Business Not Running bd [Jceod []Fair W Foor
Choase an available room:
Please sign in to Skype for Business to start working with Skype None
| Mestings. Your administrative privileges also have to be the same as
Outlook

Suggested times:

10.00 - 10.30
No conflicts

10.30 - 11.00
Mo conflicts

11.00 - 11.30
Mo conflicts

11.30 - 12.00
Mo conflicts

12.00 - 12.30
Mo conflicts

Jika muncul pesan peringatan seperti diatas, silahkan menjalankan Skype for
Business terlebih dahulu. Jika Anda menggunakan Windows 10, bisa mengetikkan
di pencarian seperti pada gambar dibawah ini.
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| sy Filters
Best match

Skype for Business 2016 h
Desktop app

Apps
(S Skype for Business Recording Manager

Search suggestions

L skyp - See web results

Store

L skypk for Business 2016

Jika Anda belum login, akan ditampilkan jendela SSO seperti pada gambar dibawah
ini. Silahkan mengisikan username dan password email UGM Anda.
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H
®

What's happening today?

Skype for Business

Direktorat Sistem dan Sumber Daya Informasi
Available ¥
SetVour Location ™

U

e 2

I = B

fting Cancel
ftes Invitation Book Nam
b Motes Attendees

Yo

Address Check Response = p d

* Untitled -

(@ 22 show As M Busy M O @ a5

13 minutes,

1

Find someone

Q

GROUPS STATUS RELATIONSHIPS NEW a2

Peaple who've added you as a contact will show up here. Add them to
your Contacts list to make sure they can contact you and see when
you're around.

w | [] Al day eyent
]

@ Universitas Gadjah Mada

Single Sign On

Enter your UGM ID and Password

UGM ID (without @*.ugm.a

Password:

DWam me before logging me into other sites.

Dﬁemember Me

Forgot password?

GIN

. |Recurrence Time Room  Categorize

Private

! High Importance
el Office

Add-ins
Add-ins

Low Importance

Tags

Room Finder ~

4 Juni 2017

Sen Sel Rab Kam
2 29 30 3 1 2
1112 [33] 14
19 20 21
26 27 28

[Jeood [ Fair

Choose an available room:

Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business

Hone

Suggested times:

0.00 - 10.30
Mo conflicts

10.30 - 11.00
Mo conflicts

11.00 - 11.30

Mo conflicts

Mo conflicts

Mo conflicts

11.30 - 12.00

12.00 - 12.30

=] =
®

What's happening today?

Skype for Business

Direktorat Sistem dan Sumber Daya Informasi

@ E_E -\'}‘.@ (E Z2 show As: M Busy

Address Check Respanse

Untitled -

1O @l

15 minutes - |Recurrence Time

Room  Categorize

Private

! High Importance
& L= Office

1

Available ¥ ting Cancel
Set Your Location = ftes Invitation Book MNam
g Notes Attendees
- 0 [; -
Find someone Q
GROUPS STATUS RELATIONSHIPS NEW o

People who've added you as a contact will show up here. Add them to
your Contacts list to make sure they can contact you and see when
you're around.

j [] All day event
-

@ Universitas Gadjah Mada

Single Sign On

Enter your UGM ID and Password

UGM ID (without @*.ugm.

dssdi

Password-

Dwam me before logging me into other sites.

Dﬁemember Me

Forgot password?

GIN

x

b LowImpartance  Add-ins

Tags Add-ins

Room Finder ~

4 Juni 2017
Sen Sel Rab Kam

| ]

11 12 [33] 14
19 20 21
26 27 28

[eood [ Fair

Choose an available room:

None

28 29 30 31 1 2
=) [nooms || Ja's & la s

Suggested times:

0.00 - 10.30
No conflicts

10.30 - 11.00
No conflicts

11.00 - 11.30

No conflicts

11.30 - 12.00
Mo conflicts

12.00 - 12.30
Mo conflicts
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Setelah mengisikan username dan password, silahkan mencoba mengklik toolbar
Skype Meeting kembali.

Untitled - Meeting

File Meeting Insert Format Text Reviet

x T3, Calendar o] ﬁ ﬁ;{ 2|8 é‘.@ (% 2 show As. M Busy - O @ = HI !Prwata a

High Importance

Delete (O Foryard - /APPOintment Scheduling | Skype Meeting  Cancel Address Check Response  © paminder; 15 minutes  ~ Recurmence Time Roem  Categorize | “ office
Assistant Meeti Notes Invitation Book Mames Options - Zones |Finder - ow Importance | Add-ins
Actions Show Skype Meeting Meeting Notes Attendees Options = Tags Add-in -
1@ You haven't sent this meeting invitation yet, Skype Meeting Room Finder ~ %
Create a new Skype Meeting.
| | ‘. Juni 2017 3

The default options might allow

=7
2930 31 1 2 3

Send meeting. Use meeting options to 28 29
Location control access to your meetings. " Rooms... 4 5 6§ 7 B 9 10
1 12[13] 14 15 16 17

Starttime | Sel 13/06/2017 [ [10.00 w| [ Al day event 18 19 20 21 22 23 24

Endtime [ Sel 13/06/2017 [1030 - = L]

Subject uninvited people to join your | Min Sen Sel Rab Kam Jum Sab
28

[ ]Goed [ Fair W poor

Choose an available room:
None

Suggested times:

10.00 - 10.30
No conflicts

10.30 - 11.00
No conflicts

11.00 - 11.30
No conflicts

11.30 - 12.00
No conflicts

12.00 - 12.30
No conflicts

Setelah itu, secara otomatis akan ditampilkan link/URL untuk bergabung ke Skype
Meeting seperti ditunjukkan pada gambar dibawah ini.
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Meeting Insert  FormatText  Review @ Tell me what you want to do

x A Calendar @_ ﬁ ﬁ;& Bt é‘.@ (% Z2showAs M Busy - O @ a ==I Private

! High Importance
Delete (O Forard - APPoIntment Scheduling  Join Skype Meeting  Mesting  Cancel Address Check Response & geminder |15 minutes - |Recunrence Time Room  Categorize e Office

Assistant | Meeting Options Motes Invitation Book Mames Options - Zones Finder - Low Importance | Add-ins
Actions Show Skype Meeting Meeting Notes Attendees Options [

Tags Add-ins ~
 vou haven't sent this meeting invitation yet.

= .. | [l ]

Subject | ‘ Min 5Sen Sel Rab Kam Jum Sab
Send 28

8 29 3 31 1 2 3

Location |5kypeMeetmg " Rooms... 4 5 6 7 8 9 10
1 12 14 15 16 17

Start time |S=\13/06!2017 ‘1000 " [T Ail day event 18 19 20 21 2 23 24

Endtime  [Sel 13/06/2017 1030 - 2% 2 B2 0

Room Finder ~ %

4 Juni 2017 3

["]Goed [ Fair W Foor
Choose an available room:

-> Join Skype Meeting None

This is an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Help

Suggested times:

10.00 - 10.30 ~
No conflicts

10.30 - 11.00
Mo conflicts

11.00 - 11.30
Mo conflicts

11.30 - 12.00
Mo conflicts

12.00 - 12.30
Mo conflicts

Setelah itu, Anda bisa mengisikan alamat tujuan peserta Skype yang akan diundang

untuk bergabung dengan Skype online meeting seperti ditunjukkan pada gambar
dibawah berikut ini.
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x Fa Calendar

Actions

To...

=1

Send

Subject

Location

Start time

End time

J

Insert 2 Te

Q B

Format Text

=

Review

Delete E",Forward -  Appointment Scheduling | Join Skype Meeting

Assistant
Show

Meeting Options
Skype Meeting

o You haven't sent this meeting invitation yet.

i Ouline Meeting menggunakan Skype for Business

Il me what you want to do

Meeting
Motes

(&% &

Address Check Response
Book Mames Options -

Attendees

Cancel
Invitatian

Meeting Motes

|5k1rpe Meeting

| Sel 13/06/2017

v| [ ] Al day event

| Sel 13/06/2017

v |

Meeting Format Text

x

Delete

T3 Calendar
2} Forward -
Acdtions

Show

1 Vou haven't sent this meeting invitation yet.

Appointment Scheduling  Join Skype Mesting
Assistant

Q Tell me what yc

Review

@ E_@ :'p‘.@ (E 22 show As: |l Busy

. O @ Py =I Private

! High Importance

Meeting Cancel Address Check Response Reminder 15 minutes  ~ |Recurrence Time Reom = Categorize Office

Meeting Options Notes Invitation Book Names Options - Zones | Finder - LowImportance  Adq-ins

Skype Meeting Meeting Notes Attendees Options ) Tags Add-ins A~
Select Attendees and Resources: Global Address List x Room Finder ~ %

=

|

Search: (® Name only () More columns  Address Book Juni 2017 »
Subject | | | Co [ Global Address List - dssdi@365.ugm.acid ~|  Advanced Find Min Sen Sel Rab Kam Jum Sab
28 29 3 31 1 2 3
tocstion  [Skype Meeting Title Business Phone Location | - 4 5 6 7 8 9 10
11 12 14 15 16 17
Starttime [ Sel 13/06/2017 [10.00 ( eewqe ___________________________________________J} 18 19 20 24 2 23 24
Endtime  [Sel 13/06/2017 [1030 2 A M MUKHLIS INDRAWAN -
& a.adni S c N
& a.bariz
H it [eood [ Fair W Foor
& a

- Join Skype Meeting

Help

This is an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

& asudiarso

& aan haris prasetyo

& aan setyono

& Aazokhi Waruwu

& Abdul Malik

& abdul goyyim

& Abdul Rahman Siregar
<

Choose an available room:

Hone

| optienal -»

[Requirea = | |
| |
| |

\ =

| Suggested times:

10.00 - 10.30

oK Mo conflicts

1030 - 11.00
Mo conflicts

11.00 - 11.30
Mo conflicts

11.30 - 12.00
No conflicts

12.00 - 12.30
Mo conflicts
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Untith

Meeting Insert  FormatText  Review @ Tell me whaty,

P= > Private
A Calendar 8 @‘ R[22 ﬁ 2 show As M By g’ .
R - — S W x L= Ve &« = 2 & 1 High Importance ’
Delete () Forward - ApPeintment Scheduling Join Skype Mecting  Meeting Cancel Address Check Response Reminder [15minutes - [Recunience. Time Room  Categorize = Office
Assistant  Meeting Options  Notes  Invitation Book Mames Options~ Zones Finder - ow Importance  Add-ins
Actions Show Skype Mesting  Meeting Notes Attendees Options ® Tags Add-ins ~
You haven't sent this meeting invitation yet. 2
hid 7 v Select Attendees and Resources: Global Address List x Room Finder ~ %
T | Search: (® Name only () More columns  Address Book Juni 2017 3
subjet | [ioni | 6o [Global Address List - dssdi@365.ugm.acid +|  Advanced Find Sel Rab Kam Jum Sab
0031 1 2 3
towstion  [Skype Meeting [ Name Title Business Phone Location | 8 9 10
15 16 17
Start time |sms/os;zo17 ‘mm el
-
Endtime  [Sel 1370672017 [1030 & joni.purwanto s 20 30 1
& joseph dian putra S -
Joss i
Good Fair Poor
2 Jom sl O O |
& Jsulistyo Choose an availsble room:
- Join Skype Meeting & juang brian sitanggang None
S Jufri
. ; . ) a
This is an online meeting for Skype for Business, the professional % juhii hendrawan
meetings and communicaticns app formerly known as Lync. & julham efendi
.
& juliasin
& julius.patrik.s v
Help < >
[[Requirea > | | |
| optional > | [ |
| | Suggested times:
=== :
10.00 - 1030
oK Mo conflicts

10.30 - 11.00
Mo conflicts

11.00 - 11.30
Mo conflicts

11.30 - 12.00
Mo conflicts

12.00 - 12.30
Mo conflicts

Untitled

Meeting Insert Format Text Review Q Tell me what you want te

= ™ Private

>( I3 Calendar E S E EDIH |é éE ﬁ 22 show As | Bu - {\ . a

- — 5 W X EO Ve & &4 & ! High Importance
Delete (23 Forword - Appointment Scheduling Join Skype Meeting  Meeting  Cancel Address Check Response  © gaminder |15 minutes - |Recurrence Time Room  Categorize Office

= Assistant | Meeting Options Notes Invitation  Book Mames Options ~ Zones Finder - ¥ LowImportance  Adg-ins

Actions Show Skype Meeting  Meeting Notes Attendees Options & Tags Add-ins ~
You haven't sent this meeting invitation yet. H

° 9 v Select Attendees and Resources: Global Address List x Room Finder ~ %

To,..
I—-I | Search: @) Name only (O More columns  Address Book 4 Juni 2017 4
Subject | |Jnm | Co  [Global Address List - dssdi@365.ugm.acid | Adyanced Find Min Sen Sel Rab Kam Jum Sab

3 1 2z 3
Location |Slﬂ;peMeetmg

6 7 8 9 10

| MName Title Business Phone Location
4 15 16 17
Starttime  [Sel 13/06/2017 [10.00 e
Endtime  [Sel 13/06/2017 [1030 & joni.purwanto s 21 2 29 30
& joseph dion putra b o
Joss
Good Fair Poor
2 Iowfisipol O O |
& Jsulistyo Choose an available room:
—> Join Skype Meeting & juang brian sitanggang None
& lutri
i &
This is an online meeting for Skype for Business, the professional & juhri hendrawan
meetings and communications app formerly known as Lync. & julham.efendi
& juliasih
julius.patrik.s v
Help < >
Reguired -> | |Joni Purwanto ]
[ optionat > | | |
Suggested times:
[Resources > | | |
10.00 - 10.30 ~
Cance No conflicts
10.30 - 11.00
Mo conflicts
11.00 - 11.30
No conflicts
1130 - 12.00
No conflicts
12.00 - 12.30

Mo canflicts
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Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business
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Pilin daftar peserta yang ingin diundang dari daftar yang sudah ada. Atau Anda bisa
langsung mengetikkan alamat email peserta yang akan diundang untuk bergabung
di online meeting Skype.

Setelah selesai memilih peserta yang akan diundah untuk rapat online, Anda bisa
menambahkan kata-kata pengantar di undangan.
Jika sudah selesai, Anda bisa menekan tombol Send.
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Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business

Insert Format Text

=i L e
x T3 Calendar g s @ Eﬂm 23 & % ZZ show As | Busy - I’ B2t
— S - = 0 & & 1 High Importance ’
Delele £ Fonyora - | AppOIniment Scheduling Join Skype Meeting  Meeling  Cancel Address Check Response | geinger [13minutes - [Recutence. Time Room | Cotegorize | 0" """ Office
Assistant  Meeting Options  Notes  Invitation Book Names Options - Zones Finder - owlmportence  Add-ins
Adtions Show Skype Meeting  Meeting Notes Attendees Options = Tags Add-ins ~

@ Vou haven't sent this mesting invitation yet, Room Finder ~ X

Joni Purwanto; " Zudha Ghofur
r ]| | ‘ Juni 2017 »

subject | Undangan rapat enline Skype | Min Sen Sel Rab Kam Jum Sab
_ - 28 29 30 31 1 2 3
Locstion | Skype Meeting *| | Rooms.. 45 5 5 o3 3o
11 12 [33] 14 15 16 17
Start time |s=\13/0w2017 ‘w‘oo v‘ [] All day event o 0 2 2 23 B
End time |s=\13/0w2017 ‘1030 v‘ “ A
Good Fair Foar
Isi undangan teﬂampir.\ D D .
Choose an available room:
- Join Skype Meeting None

This is an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Suggested times:

0.00 - 10.30
Mo conflicts

10.30 - 11.00
Mo conflicts

11.00 - 11.30
No conflicts

11.30 - 12.00
No conflicts

12.00 - 12.30
Mo conflicts

Undangan rapat online menggunakan - Meeting
Meeting [ELEES i Q Tell me what you want to do
= = Private
x 3 Calendar : (S @1 EDE |ééi ’} && Show As: |l Bu M \q ( [ a
R - = < o X B2 Vo €& z sy @ & I High Importance
Delete £ Forward ~ Appointment Scheduling = Join Skype Meeting Meeting Cancel Address Check Response Reminder: |15 minutes - Recurrence Time ‘Reom  Categorize  Low! Office
Assistant  Meeting Options  Notes  Invitation Book MNames Options~ Zones Finder - owlmportance  Agq-ins
Adtions Show Skype Meeting  Meeting Motes Attendees Options w Tags Add-ins ~
oYuu haven't sent this meeting invitation yet. RUOm F\'nder - x
- To,. | [ Zoni Purnanto; = Zudha Ghofur | ‘ [ N
Subject |umwwmﬂmmmmmmm Skype | Min Sen Sel Rab Kam Jum Sab
Send 28 29 30 1 1 2 3
| Location |SkypeMeetmg v‘ ‘ Rooms... | 4 7 8 9 10
i 11 14 15 16 17
Start time |s=ma/osxzo17 ‘w‘oo v| [7] All day event ¥ 2 2 2 2 B
End time |s=ms.ros;zow \wao -| = R
Good Fair Poor
Isi undangan terlampir. L = n
Choose an available room:
- Join Skype Meeting Nane
This is an online meeting for Skype for Business, the professional
meetings and communications app formerly known as Lync.
Help
Suggested times:
0,00 - 10.30 "
Mo conflicts
10.30 - 11.00
Mo conflicts
11.00 - 11.30
Mo conflicts
11.30 - 12.00
Mo conflicts
12.00 - 12.30
Mo conflicts
- M
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4 outlook data file
Inbax
Drafts
Sent ltems
Deleted Items
Junk E-mail

Outbox

Items: 0

@

2 Reminders: 1

Sending message 1 of 1 | NARMMEN Illfoldersareuptodate‘ Connected to: Microsoft Exchange o B -——+ 1

Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business

Gambar diatas menunjukkan Microsoft Outlook sedang mengirimkan pesan yang

Anda buat.

Untuk melihat status pengiriman pesan/undangan rapat yang baru saja Anda kirim,
Anda bisa mengklik Sent Items seperti pada gambar dibawah ini.

Send f Receive

Sent ltems - desdi@365.ugm.ac.id - Outlook

Folder View ADOBE PDF

Z' Tell me what you want to do

Conversation History
Junk Email
Outbox
RSS Feeds
1> Search Folders

I Groups

< gutlook data file
Inbox
Drafts
Sent ltems
Deleted ltems
Junk E-mail

Outbox

= s [z

ltems: 2 = Reminders: 1

=1 f= Ee Move to: 7 ¥ Move - 51 Unread/ Read
(= &m =1 € =3 -
u N ° Lo oo T g S+ | |3 To Manager -| | %5 Rules~ 151 Categorize -
ew ew elete Archive Rey e orwar . -
Email ftems~ o7 il EE- | Team Email 7| @5 OneNote  [* Follow Up -
Mew Delete Respond Quick Steps [F] Move Tags
= €
4 Favorites [ search sent items (ctri~E) £ [ curent Foider -
Lis All  Unread By Date =  Mewest &
Sent ltems A T
Drafts [ i
Joni Purwanto &
Undangan rapat online menggunakan Skype 09.55
4 dssdi@365.ugm.ac.id Isi undangan terlampir.
Inbox 4 Yesterday
Drafts Joni Purwanto &
Sent It I Rapat Kerja Universitas Sen 13.24
Deleted Iterns

All folders are up to date.

Connected to: Microsoft Exchange

25 Mew Group Search People ﬂ-
DO Browse Groups 5 Address Book

O

Store I
Y Filter Email - A“offnt,
Groups Find Add-ins Adobe Send & Track -~

v focept = P Tentative = 3 Decline = B8 Propose Mew Time ~ G, Ca

e a

Undangan rapat online menggunakan Skype
When Selasa, 13 Juni 2017 10.00-10.30

Direktorat Sistem dan Sumber Daya 09.55
~

Location Skype Meeting

Isi undangan terlampir.

—=> Join Skype Meeting

This is an online meeting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Help

(1] EE -—8F—+ 100%
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i Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business
//\

Disisi pengguna yang diundang, di akun email yang bersangkutan akan muncul
tampilan yang kurang lebih seperti gambar dibawah ini.

File Edit View History Bookmarks Tools Help
[ Mail - jpurwanto@363.ugm. < +

€ @ &  httpsy//outlookoffice365.com/owa/?realm=365.ugm.acid @ Qs

@ hitpsi//nonton.movie/

Office 365 Outlook

Search Mail and People ,O @ New|v T Delete @ Archive Junk|¥ Sweep Moveto ¥  Categories ¥
~ Folders + Focused Other Filter v Undangan rapat online menggunakan Skype
Inbox 42 Next: No more events for today or tomorrow. [} Agenda
Sent ltems Other: New conversations | Direktorat Sistem dan Sumber Daya Informasi
e A Th T Do 2 @ od= H4AM
Drafts Joni Purwanto ¥
More Direktorat Sistern dan Sumber D... =] Required: Direktorat Sistern dan Sumber Daya Informasi; Joni Purwanto ¥
Undangan rapat anline menggunakan Skype 9:54 AM
A Groups s wew  + 15i UNDANGEN LEFAGMPIL .ooooeoeeeoeereereeeemmnemssmssem e ceeeeessses & When: Tue6/13/2017 10:00a - 10:30a
Where: Skype Meeting
% vesteraay
Groups give teams a shared Direktorat Sistem dan Sumber D... = +/ Accept ? Tentative ¥ Dedline ® Prapose new time
space for email, documents, Rapat Kerja Universitas Mon 1:24 PM

and scheduling events,

= Discover Last week No conflicts

" & Dedi Fko Yunanto Priyadi

Missed conversation with Dedi Eko Yunanto Priy: Tue 6/6
8:27 PM Connected to Dedi Eke Yunante Priyadi (dediek...

Isi undangan terlampir.

-

I a Join Skype Meeting I

Older This is an online meeting for Skype for Business, the professional

Microsoft Online Services Team meetings and communications app formerly known as Lync.

Minta untuk Mengatur Ulang Sandi Layanan Mic ~ 4/27/2017

Minta untuk mengatur ulang sandi pengguna Penggun...

Jika yang bersangkutan (peserta yang diundang) mengklik link Join Skype Meeting,
maka akan muncul jendela yang kurang lebih seperti pada gambar dibawah ini.
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Panduan Konfigurasi Ouline Meeting menggunakan Skype for Business

Undangan rapat online menggunakan Skype (2 Participants)

3
2 Participants al 27 &F

Joni Purwanto Direktorat Sistem..

Sekian panduan konfigurasi online meeting menggunakan Skype for Business. Jika
ada pertanyaan, silahkan menghubungi dssdi@ugm.ac.id.
Terima kasih.
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