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Surat elektronik (electronik mail) saat ini bukanlah sesuatu yang tabu lagi untuk
dibicarakan. Hampir setiap orang menggunakan e-mail untuk melakukan komunikasi yang
cepat, tepat dan murah. E-mail biasa dipergunakan oleh sesorang untuk keperluan
komunikasi dengan rekan bisnis, teman, sesama mahasiswa, sesama dosen atau karyawan.
Disamping pengunaannya yang relatif mudah, maka pupolaritas pengiriman berita via e-mail
sudah merupakan suatu kebutuhan bagi seorang pada era teknologi informasi ini.

E-mail selain dapat menyampaikan pesan berupa teks dengan hitungan detik, dengan
kemajuan teknologi informasi dan telekomunikasi saat ini pengiriman e-mail bisa berupa
pesan Audio, Video maupun Gambar (Picture).

Pengelolan e-mail yang dapat memudahkan kita mencari arsip-arsip e-mail yang pernah
dikirimkan atau diterima. Tugas dari seorang administrator suatu Mail Server, bertanggung
jawab untuk mengelola suatu mesin Mail Server yang biasa disebut dengan Mail Transfer
Agent (MTA) yang mengatur bagaimana suatu e-mail dapat dikrimkan dan dapat dipastikan
diterima oleh orang yang dituju. Beberapa Mail Server yang biasa dipergunakan antara lain :
MDaemon, Microsoft Exchage, Sendmail, Qmail, dll. Seorang pengelola mesin Mail Server
harus memperhatikan hal-hal yang berkaitan dengan e-mail, antara lain : Pemipuan via e-
mail (Phising), Mail Bomb, Spam, Mail Relay sampai kepada penyebaran Virus Komputer
maupun Trojan / Backdoor via e-mail.

Seorang pengguna e-mail, dapat menggunakan suatu aplikasi yang disebut Mail User
Agent (MUA) atau yang lebih sering disebut dengan Mail Client untuk mengirimkan atau
menerima e-mail dikomputer mereka masing-masing dismping menggunakan webbase
aplikasi e-mail yang terdapat pada sebuah website yang menyediakan fasilitas e-mail. Sebut
saja Microsoft Outlook / Microsoft Outlook 2003 yang sangat populer dipergunakan
dikalangan para pengguna sistem operasi berbasis Windows disamping ada juga beberapa
mail client, seperti : Thunderbird, Lotus Domino, Evolution, dIl.

Pada tulisan ini penulis akan menjelaskan bagaimana melakukan pengaturan e-mail
pada e-mail client berbasis sistem Operasi Windows dengan Menggunakan Microsoft
Outlook 2003 / Outlook Express dan pada mesin Mail Server tersebut membuka layanan
untuk POP3 yang memungkinkan user dapat men-download e-mail mereka ke komputer
pribadi mereka dan membaca e-mail mereka secara offline.

Gambar berikut ini menunjukan pengaturan yang harus dilakukan untuk men-download
e-mail menggunakan Microsoft Outlook 2003 / Outlook Express.



E-mail Accounts

Internet E-mail Settings (POP3})

User Information
Your Mame:

E-mail Address: | wahyudi@bsi, ac.id

Logon Information

H. Mochamad Wahyudi, S,

Each of these settings are required to get yvour e-mail account working,

Server Information

Incaring mail server (POP3) | pop3,bsi.ac.id

Sutgoing mail server (SMTPY: | st bsi, ac.id

Test Settings

x)

User Mame: wahyudiebsi.ac.id After filling out the information on this screen, we
recommend you test your account by clicking the
Password: bbbk sk bbbk butkon below. {Reguires network connection)
Remember password

Test Account Settings ... ]

|:| Log on using Secure Passwiord
Authentication (SPA)

More Setkings ...

l < Back ” et > ][ Cancel ]

E-mail Accounts

x)

Internet E-mail Settings (POP3})
Each of these settings are required to get yvour e-mail account working,

User Information Server Information

Tour Mame: . Mochamad Wahyudi, 5.| Incoming mail server (POP3) | nop,inda.net.id

E-mail Address: | wahyudi@indo.net . id Dutgoing mail server (SMTPY: | srtp-global inda. et id

Logon Information Test Settings

User Mame: wahyudi After filling out the information on this screen, we
recommend you test your account by clicking the
Passward: koA Aok butkon below. {Reguires network connection)
Remember password

Test Account Settings ... ]

|:| Log on using Secure Passwiord
Authentication (SPA)

More Setkings ...

l < Back ” et > ][ Cancel ]

Pada contoh di atas, penulis mengambil contoh menggunakan dua buah account e-mail
yang menyediakan fasilitas POP3 (Post Office Protocol version 3) pada mesin Mail Server-
nya. Dalam contoh tersebut penulis menggunakan Mail Server milik Bina Sarana Informatika
dan ISP Indo Internet (Indonet). Untuk lebih detail mengenai account yang yang akan
dikelola dapat dilihat ada gambar berikut ini.



E-mail Accounts

X

E-mail Accounts
¥ou can select an account and change its settings or remove it,

Outlook processes e-mail For these accounts in the Following order:

Marme Type Change...

Wahveud - BSI PORISMTP (Default)

wi'ahreudi - Indonet POPISMTP

ETI - BSI POP(SMTP

Adrin - BSI PCORISMTP Remove
web Master - BSI POPISMTP

admin - wahyudi,or.id POPISMTP

Lise - Indonet PCORISMTP

el

Maovve Down

Deliver new e-mail ko the Following location:

Personal Falders hd | [ Mew Cutlook Data File. l

’ < Back. “ Finish ][ Cancel ]

Untuk melakukan filter terhadap e-mail yang masuk ke dalam Mail Client yang kita miliki,
langkah-langkah yang harus dilakukan adalah :
1. Klik Menu Tools , kemudian pilih Rule and Alerts

Rules and Alerts

E-mail Rules i Manage Alerts |

iﬁ-&ew Rule... Change Rule ~ 53 Copy... >< Delete | & % RunPRules Now,., Options

Rule (applied in the order shown) Actions

~
'Ipagindo@yahoogroups.com' or 'Ipaginda’ or 'ipagindo’ or Milis Ipagi. .. _3
Latekbl]' o ‘atekbl or 'Milis atekbl (5
Tiasakom-perjuangan]’ or ‘jasakom-perjuangan’ or ‘jasakom perjuangan’ _\3
[mugi] 5
‘Thttp:ffIndonesia-HeadHunker .com] o 'http:fiIndonesia-HeadHunte. . _E
Web Master - BSI & b
Adrmin - BSI [
BTI - BSI 3 “

Rule descripkion {click an underlined value to edit):

Apply this rule after the message arrives

with 'Ipagindo@yahoogroups. com' or 'Ipaginda’ or ‘ipaginda’ ar "Milis Inaginda’ in the subject
and an this machine only

rierve it ko the Milis Ipaginds Folder

oK ] [ Cancel Apply

2. Klik menu New Rule



Rules Wizard

(S)Ekart creating a rule From a femplate:
() skatt from a blank rule

Step 1: Select a template

Stay Organized

eone to a folder

-.,3 Move messages with specific words in the subject to a Folder
L3 Move messages sent to a distribution list to a Folder
>< Delete a corwersation
¥ Flag messages from someane with a colared Flag
Stay Up to Date
5 Display mail from someone in the Mew Trem Alert window
if) Play a sound when I get messages from someone
la Send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description {click an underlined valug)

apply this rule after the message arrives

from people or distribution lisk
move it to the specified Folder

Example: Mowve mail from my manager to my High Importance folder

X

< Back Mext = l ’ Finish

3. KIlik Start from a blank rule

Rules Wizard

() Skart creating a rule from a template
(OF]

Step 1: Select when messages should be checked

Check messages after sending

Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives

£

< Back Mext = l ’ Finish

4. Klik tombol Next




Rules Wizard

which condition(s) do you wank to check?
Step 1: Select conditionis)

 distribution list

[ ] with specific words in the subject
[ through the specified accounk

[ sent only to me

[] where my name is in the To box

[ marked as importance

[ marked as sensitiviy

[ flagged For action

[ where my name is in the Cc box

[ where my name is in the To or Cc box
[ where my name is nat in the To box
[ sent to people or distribution list

[] with specific words in the body

>

£

X

Step 2: Edit the rule description {click an underlined valug)

apply this rule after the message arrives

[ Cancel ]’ < Back ” Next l’

Finish

l

5. Berikan cek list pada with specific words in the subject

Rules Wizard

‘Which condition(s) do vou want to check?
Step 1: Select condition(s)

[ from people or distribution list

with specific words in the subject
[ through the specified account

[] sent only to me

] where my name is in the To box

[] marked as importance

[] marked as sensitiviey

[ flagged Far action

] where my name is in the Ce box

[] where my name is in the To or Cc box
[] where my name is nat in the To box
[ sent to people or distribution list

[] with specific words in the body

1

X

b
Step 2: Edit the rule description {click an underlined walue)
Apply this rule after the message arrives
with specific words in the subject
[ Cancel ] ’ < Back ” Mext = l ’ Finish

l

6. Kemudian klik specific word, isikan kata atau kalimat. Misalnya masukan kata-kata atau

kalimat seperti : tanya-jawab, milis tanya-jawab, milis tanya-jawab

linux untuk

mengelompokan e-mail yang masuk yang berasal dari Mailing List Tanya Jawab Linux,
Milis bsi_netter untuk mengelompokan e-mail yang masuk yang berasal dari Mailing List



BSI Netter, mugi untuk mengelompokan e-mail yang masuk yang berasal dari Mailing
List MUGI (Microsoft User Groups Indonesia), dll

Search Text fg|
Specify words or phrases to search For in the subject:
|mi|is karva-jawah| | [ Add ]
Search list:

"kanyva-jawab”

Eemove

« [om]

7. Klik tombol OK
Rules Wizard

%)

Which condition{s) do you want to check?
Step 1: Select condition(s)

[ from people or distribution list ~
with s the s
[] through the specified accounk
[] sent only to me

[] where my name is in the Ta box

[ marked as importance

[ marked as sensitivity B
[ flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box
[ where my name is not in the To bosx
[ sent to people or distribution lisk

[ with specific words in the body

£

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives
withitarra-javab’ or milis kanyva-jawab'in the subject

’ Cancel ][ < Back ” Mexk = ]’ Finish

8. Klik tombol Next



Rules Wizard

%)

What do you wank to do with the message?
Step 1: Select actionis)

| >

[l assign it ko the cateqory category

[ delete it

[ permanently delete it

[ move a capy to the specified Falder

[] Forward it to people or distribution list

[ Forward it to people or distribution list as an attachment
[ reply using a specific template )
[] flag message For action in a number of days
[ flag message with 2 colored flag

[] clear the Message Flag

[ matk it as importance

[ prink it

£

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives
with tanva-jawab’ or 'milis tarva-iawab’ in the subject

’ Cancel ][ < Back ” Mexk = ]’ Finish ]

9. Berikan tanda cek list pada move it to the specified folder , kemudian klik tombol Next

Choose a folder:

= € Personal Folders
[ Admin BST
[ BTIBSI (1} Cancel
[ Calendar
|85 Contacts Hew. ..
(5 Deleted Items
L7 Drafts
iS}inbox [&3b B
S Jourmal
L@ Jurk E-mail
[ Lise {Indonet)
[ Milis ATEK BL (&)
[ Milis BSI Netter (16)
3 Milis Ilmu Komputer (59)

>

i

K

10. Buatlah folder baru untuk menampung e-mail yang masuk dan berasal dari Mailing List
Tanya Jawab Linux, misalnya nama folder-nya adalah Milis Tanya Jawab Linux.

Mame: Choose a Folder:
|Milis Tanya Jawab Linux | '@_ Deleted Items ~ oK
L7 Drafts
= Cancel
Folder contains: L] Inbox (361}
5 Jaurnal
|Mail and Post Trems w | (g Jurk E-mail New. ..
[ Lise {Indonet)
Select where to place the Folder: [ Milis ATEK BL (5}

[ Milis BSI Netter (18

1 Milis Ilmu Komputer (59)

1 Milis Indonesia Head Hunter {
[ Milis Ipagindo (25) B
1 Milis Jasakom Perjuangan (14
3 Milis MUGI (4}

wab Linus

%ﬁ Personal Folders
3 Archive Folders

£

OF ] [ Cancel




11. Klik tombol OK, Klik tombol OK sekali lagi
Rules Wizard

What dao vou want ko do with the message?
Step 1: Select action(s)

£ Folder

[ assign it bo the cateqory cakegory
[ delete it

[] permanently delete it

] maove a copy to the specified Folder

[ Forward it ko people o diskribution lisk

[ Forward it ko people o distribution list as an attachment
[ teply using 5 specific kemplate

[ flag message For action in a number of days

[ flag message with a colored Flag

[] clear the Message Flag

[ mark it as importance

[ print it

K

1

£

Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives

with{kanva-jawab’ or 'milis banva-jawab'in the subject
and on this maching only

maove it to the Milis Tanyva Jawab Linux Folder

[ Cancel ]’ < Back ” Mext = l

[ Fiish |

12. Klik tombol Next
Rules Wizard

Are there any exceptions?
Skep 1: Select exceptionis) (if necessary)

[ except if the subject contains specific wards
[] except through the specified account

[[] except if sent anly to me

[] except where my name is in the To box

[ except if it is marked as importance

O except if it is marked as sensitiviky

[ except if it is flagged for action

[] except where my name is in the Cc box

[ except if my name is in the To or Cc box
[[] except where my name is not in the To box
[ except if sent to people or distribution lisk
[ except if the body contains specific words

X

|2

&

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after the message arrives

with 'tanya-jawab’ or 'milis tanya-jawab’ in the subject
and on this machine only

rmiove it ko the Milis Tanwa Jawab Linux folder

Cancel ][ < Back ” Hext = ][

Finish




13. Klik tombol Next

Rules Wizard

x]

Firish rule setup.

Step 1: Specify a name for this rule

|'tanya—jawab' at 'milis tanya-jawab’

Step Z: Setup rule options

Fun this rule now on messages already in "Inbox"
Turn on this Fule

Create this rule on all accounts

Step 3 Review rule description {click an underlined value to edit)

Apply this rule after the message arrives

with 'tanya-jawab’ or 'milis kanvs-jawab’ in the subject
and on this machine only

maowe it to the Milis Tanwa Jawab Linus Folder

’ Cancel ][ < Back ] Mext =

14. Berikan cek list pada Run thes rule now on messages already in “Inbox” , kemudian
klik tombol Next

Microsoft Office Outlook:

oy Ed .
Running rule "tanya-jawab' or 'milis tanya-..."
In 'Inbox'

i ]




15. Klik tombol OK

Setelah anda melakukan pengaturan rule-rule sesuai dengan yang diinginkan, maka
akan terlihat beberapa folder baru sesuai dengan yang kita buat tadi untuk menampung
semua e-mail yang masuk atau yang keluar (pada awalnya semua e-mail masuk tersimpan
pada folder Inbox dan e-mail keluar ada pada folder Sent Items) untuk memudahkan
pencarian dan pembacaan e-mail yang kita miliki seperti tampak pada gambar berikut ini.



