PEMBUATAN AKUN OFFICE 365 Untuk GURU & SISWA

A. Pembuatan Akun Office 365 secara perorangan

Untuk membuat akun Office 365 bagi guru dan siswa, pastikan kita telah
mendapatkan akun Microsoft Office 365 untuk sekolah dari Dinas

Pendidikan Kota Surabaya.
Untuk memulai, silahkan ikuti langkah-langkah sebagai berikut :

1. Bukalah peramban / browser, lalu ketikkan keyword pencarian Office
365 pada mesin telusur. Lalu klik Office 365 Login.
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2. Atau ketikkan keyword pencarian Office.com pada mesin telusur,

lalu tekan tombol enter pada keyboard.
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3. Klik menu Sign In “
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4. Ketikkan akun Kita pada kolom yang tersedia

Next

klik tombol next
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5. Ketikkan password ————, lalu klik tombol Sign in
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6. Agar memudahkan proses masuk Office 365 pada lain kesempatan,

maka centanglah menu Don’t show this again

Yes

' Don't show this again .
, Lalu klik tombol Yes
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7. Lakukan pergantian password, yang perlu diperhatikan adalah :

kombinasi 1 Huruf besar, huruf kecil dan angka minimal 8 karakter.

2% Sign in to your account x |+

C @ login.microsoftonline.com/common/login

@ Yoursite

jordP... @ ScreenMirror () Bagus - Office Home

B2 Microsoft
5d20533552@dispendik.surabaya.go.id

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.
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This is your Office 365 home page. It's a little empty at the moment. Click Assign Products to assign a product license to your own user account

and to the other users in your organization. Then all your apps will show up here.

Still don't see any apps?
If you have just purchased an Office 365 subscription, or if your IT adi
apps are available. Please refresh this page after 10 minutes.

has assigned one to you very recently. it may take a few more minutes before all your
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9. Klik Users, Active Users, add users
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Install Office
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@ Home
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| Active users
Contacts
Guest users

Deleted users

A Groups
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& Customize navigation

Show all

Dinas Pendidikan Kota Surabaya

Active users

~
A, Addauser [F Usertemplates g3 Add multiple users & Multi-factor authentication
Display name T Username
Abd Rohman Fauzi abdrohmanta endiksurabaya.go.id
> ABDUL HAKIM SPAMSi abdulspdmsi@dispendik:surabaya.go.id
v ABDUL WARIS SPd abdulwarisspd@dispendik.surabaya.go.id
ABI MANSUR SPd I abispd@dispendiksurabayagoid

Ach Salim achsalim @dispendiksurabaya.go.id

ACHMAD FARID MPd =chmadfaridmpd @dispendik sursbaya go.d

& Dark mode

@D The new admin center

O Search Y Filter =

Licenses &
Office 365 A1 for faculty
Office 365 A1 for faculty
Office 365 A1 for faculty
Office 365 A1 for faculty
Office 365 A1 for faculty

Office 365 A1 for faculty



10. Ketentuan pembuatan User sebagai berikut :
5 digit + NIK,
G|P|O]O|2
Digit 1 : G = Guru, S = Siswa
Digit 2 :D = SD, P=SMP

Digit 3 -5 : untuk sekolah Negeri, diisi dengan angka urutan
Misal SD Negeri Rangka IV/166, maka ditulis 166
Untuk SMP Negeri 17, maka ditulis 017

Untuk Swasta ditulis inisial dari sekolah,
Missal SD Widya Bhakti 2, WB2

Klik next
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Add user X

First name Last name

Basics ‘ Rudi ‘ | Reza

Display name *

[ Rudifezd

Product licenses

Optional settings
Username *

‘ 5D1234567890123 ‘ @| dispendik.surabaya.go.id
Finish

Password settings
(®) Auto-generate password

() Let me create the password

Require this user to change their password when they first sign in

["] send password in email upon completion
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11. Pilih Office 365 A1l for Faculty (Unlimited licenses available) untuk
Guru dan Office 365 Al for Students (Unlimited licenses available)

untuk siswa. Kemudian klik next.
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Add user X

@) Assign user a product license .

|| Microsoft Power Automate Free
@ Basics 9996 of 10000 licenses available

Office 365 A1 for faculty

. Unlimited licenses available
Product licenses

| | Office 365 A1 for students
Unlimited licenses available

Optional settings
|| office 365 AS for faculty

25 of 25 licenses available

Finish || office 365 A5 for students
25 of 25 licenses available
(") Create user without product license (not recommended)
They may have limited or no access to Office 365 until you assign a produ
license.
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12. Klik next lagi
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Add user
@ Basics

@ Product licenses

Optional settings

Finish

@ Screen Mirror
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Optional settings

You can choose what role you'd like to assign for this user, and fill in additional
profile information.

Roles (User: no administration access)

Profile info

Back Next

13. Klik Finish Adding
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You're almost done - review and
finish adding

Assigned Settings

Review all the info and settings for this user before you finish adding them.

Display and username

Rudi Reza
SD1234567890123@dispendik.surabayago.id
Edit

Password
Type: Auto-generated
Edit

Product licenses

Location: Indonesia
Licenses: Office 365 A1 for faculty

Finish
14. Klik Close
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15. Akun Office 365 sudah jadi.

@ Screen Mirror

) Bagus - Office

Home (@ WhatsApp @ Portal Program Org...

@ Rudi Reza added to active users

We sent an email to you with login credentials for Rudi Reza based on send
password email option. If Office product license is assigned to Rudi Reza, the
email will also include a link to download Office.

User details

Display name: Rudi Reza

Username: SD1234567890123@dispendik.surabaya.go.id
Password: Paw40320

Licenses assigned
Office 365 A1 for faculty

Save these user settings as a template?
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B. Pembuatan Akun Office secara Kelompok

1. Yang perlu disiapkan adalah list data guru dan NIK dalam bentuk excel.
2. Pada menu Active user, klik pada Add Multiple users.
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3. Langkah pertama yang harus kita lakukan klik pada Download a CSV
file with headers and sample user information, untuk mendownload

file CSV sebagai template
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Import multiple users

[ ]

Create and upload the file Set user options View your results

Create and upload the file

In this step, download one of the CSV files below, save the file, and use Excel or
another app to 2dd your users' information. Then you can come back here,
upload the file and verify that yourve got it filled out correctly.

Learn more about importing multiple users =

L Download a CsV file with headers only

4 Download a €SV file with headers and sample user information

Browse to upload

UserManagement/Sampl User_Sample_en.

JHE| - -1 0 o



https://admin.microsoft.com/UserManagement/Samples/Import_User_Sample_en.csv
https://admin.microsoft.com/UserManagement/Samples/Import_User_Sample_en.csv

4. Buka file yang telah didownload

5. Hapus cell A2 sampai D4

Insert.
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Selanjutnya buka

akun dimana data yg diperlukan adalah, Nama, Instansi, NIK dengan

ketentuan sebagai berikut :
5 digit + NIK,

G|P|O|O
Digit 1
Digit 2 :
Digit 3 -5

2

G
D

Guru, S = Siswa

SD, P = SMP

: untuk sekolah Negeri, diisi dengan angka urutan
Misal SD Negeri Rangka IV/166, maka ditulis 166
Untuk SMP Negeri 17, maka ditulis 017

Untuk Swasta ditulis inisial dari sekolah,

Missal SD Widya Bhakti 2, WB2

Bookl - Excel = =
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7. Blok data tersebut copy paste di point 5.

Insert Formulas Data

Page Layout
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12 JGP0123515186311620002@di dik abaya.go.id Dra ISMI RINARNI Dra ISMI RINARNI Dra ISMI RINARNI
13 |GP0123516022910930001 @dispendik.surabaya.go.id  MOCHAMAD RIDUWAN S.Pd MOCHAMAD RIDUWAN S.Pd  MOCHAMAD RIDUWAN S.Pd
14 |
15 |
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19 |
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Select destination and press ENTER or choose Paste
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a urabaya.go.id HASRAN PUNGGETIS.Pd.l  HASRAN PUNGGETIS.PA.I  HASRAN PUNGGETIS.Pd.I  ITManage Inform. 123453 123-555-1! 123-555-61 123-555-9/ 1 Micro|
5 urabaya.go.id  Dra JUMAIYAH M.Pd Dra JUMAIYAH M.Pd Dra JUMAIYAH M.Pd IT Manage Inform, 123454 123-555-1:123-555-61 123-555-9i 1 Micro|
3 urabaya.go.id  AGUSSIMANULLANGS.T  AGUSSIMANULLANGS.T __ AGUSSIMANULLANGS.T ITManageinformatic 123455 123-555-1123-555-61 123-555-9{ 1 Micro|
7 urabaya.go.id WARNO S.Pd WARNO S.Pd Iwarnos.Pd
8| urabaya.go.id H). ETTYAGOESTINAS.Pd  HLETTYAGOESTINAS.Pd  HJ. ETTY AGOESTINA S.Pd
9 urabaya.go.id  YAYUK SUKARYATI S.pd YAYUK SUKARYATI 5.Pd YAYUK SUKARYATI 5.Pd
urabaya.go.id  YULI SETYOWATI M.Pd YULI SETYOWATI M.Pd YULI SETYOWATI M.Pd
urabaya.go.id  MAMIK RET] S.Pd  MAMIK RETNANINGSIH S.Pd  MAMIK RETNANINGSIH S.Pd
urabaya.go.id  Dra ISMI RINARNI Dra ISMI RINARNI Dra ISMI RINARNI
| urabaya.go.id  MOCHAMAD RIDUWAN S.Pd MOCHAMAD RIDUWAN 5.Pd MOCHAMAD RIDUWAN S.Pd
14
15|

Insert  Pagelayout  Formulas  Data

Review

Import_User_Sample_en - Excel

View  Nitro Pro 10

doPDF 10

Q Tell me what you want to do...

=

Bagus Sumantri & Share

e 11
% cut Calibri EIETI — ¥  EWapTed General - i522] l_? G X @ 3 AutoSum - QY p
Em Copy - e 2 [ Fill -
o TIR B Merge & Center - (- 9 5 %8 28 FCondmona\ Formatas Cel lnsert Delete Format | - Sort & Find &
ormatting ~  Table~ Styles~ - - - - Filter~ Select~
Clipboard & Font 5 Alignment 5 Number ) Styles cells Editing -~
£ M fe || ITManager v
A & < ) E F G H i ] 3 L M N o P =
1 |user Name FirstName Last Name Display Name Job Title Departm Office NUOffice Ph Mobile P Fax  Address City  State or § ZIP or Po: Country or Region
2 | GP0123314112009650007@dispendik surabaya.go SUTARTO 5.Pd SUTARTO 5.Pd SUTARTO 5.Pd IT Manag Informat 123451 123-555-1123-555-£ 123-555-€ 1 Micros¢ Redmonc Wa 98052 United States
3 | GP0123505145708960002@0i spendik Surabaya.zo ZAHRA ISNA AGUSTIN S.Pd ZAHRA ISNA AGUSTIN S.Pd ZAHRA ISNA AGUSTIN S.Pd 1T Manag Informat 123452 123-555-1 123-555-€ 123-555-5 1 Micros¢Redmonc Wa
4 |Gpo ik surabaya.go HASRAN PUNGGETI S.P.|  HASRAN PUNGGETI SPd.1  HASRAN PUNGGETIS.PA.l 1T Manag Informat 123453 123-555-1123-555- 123-555-€ 1 Microsc Redmonc Wa
5 |ene 1 urabaya.go Dra JUMAIYAH MPd Dra JUMAIYAH M.Pd Dra JUMAIVAH M.Pd IT Manag Informat 123454 123-555-1123-555-¢ 123-555- 1 Micros¢ Redmonc Wa
6 [ere urabaya.go AGUS SIMANULLANG ST AGUS SIMANULLANG ST AGUS SIMANULLANG ST [IT Manag Informat 1 a
7 |spor urabaya.go WARND S.Pd WARNO SPd WARNO 5.Pd IT Manag Informat i a
8 |apon: urabaya.go HI. ETTY AGOESTINAS.PA  HL ETTY AGOESTINASPd  HJ. ETTY AGOESTINASPA |IT 1 a
2 |epo urabaya.go YAYUK SUKARYATIS.PA YAYUK SUKARYATI SPd  YAYUK SUKARYATIS.PA  |IT Manag Infarmat 1 a
10 |Gpox: urabaya.go YULI SETYOWATIMPA  YULISETYOWATI MLPG  YULI SETYOWATI MPd  |IT Manag Informat 1 a
11 |Gpox: urabaya.go MAMIK 5.Pd MAMIK 5.PdMAMIK SPAIT 1 a
12 |epo urabaya.go Dra ISM1 RINARNI Dra ISMI RINARNI Dra ISMI RINARNI IT Manag Informat 1 a
13 | s urabaya.2o MOCHAMAD RIDUWAN 5.Pd MOCHAMAD RIDUWAN 5.Pd MOCHAMAD RIDUWAN S.PqIT Manag Informat 1 RedmoncWa
7]
15 |
16|
17|
18|
19|
20|
21|
2l
23|
24
25|
26|
27 |
28|
29
&l ~
Import_User Sample_en [c) < v
Ready Average: 1107535 Count: 88  Sum: 1772056 B m - 1 + 8%




9. Save as, sebagai CSV (Comma delimited)

Organise «

1% This PC
m Desktop

ot Music
=| Pictures
& Videos

4 Hide Folders

| Documents

4. Downloads

£, Win 8.1 64 (C:
s DATA 1 (D)

NATA 121 CA
File name:
Save as type:

Authors:

Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook

| Excel 97-2003 Workbook

XML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

AML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSV (Macintosh)

CSV (MS-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

XPS Document

Strict Open XML Spreadsheet
OpenDecument Spreadsheet

10. Selanjutnya masuk kembali ke impor multiple user, klik browse

) Microsoft Office Home

1] Microsoft 365 admin center - Ac X |4

< C @ adminmicrosoft.com/Adminportal/Home?source=applauncher#/users

@ SMGPO r= BRIBank ([ Blogger: Portal IGL. @ IKATAN GURUIND... () Your Site — WordP...

Microsoft 365 admin center

Import multiple users

Active users

Create and upload the file

Create and upload the file

In this step, download one of the CSV files below, save the file, and use Excel or
anather app to add your users' information. Then you can come back here,
upload the file and verify that you've got it filled out correctly.

Leam more about importing multiple users =

& Download a CsV file with headers only

4 Download a CSV file with headers and sample user information

Browse to upload

- s IEl
* ¢ @ :

@ Screen Miror () Bagus - Office Home  (® WhatsApp @ Portal Program Org...

Set user options View your results

I~ [*r §@ . 4D ENG



11. Cari file yang kita buat, klik open

= 1 1 » Office 365 & Search Office 365

Organise = Mew folder m @

P .
5 Favourites Name Date modified Type

Bl Desktop | Akun Guru SMP12 365 16/03,/2020 10:42 Microsoft Excel C...
i Downloads
& Onelrive - lkatar

ﬁ-—ﬂ Recent places

ﬁ Homegroup

18 This PC
im Desktop
£| Documents
g Downloads

W Music

= Pictures o S

File name: | Akun Guru SMP12 365 v| |Micmsoﬂ Excel Comma Separa V|

| Open | | Cancel |

12. Klik Verify, tunggu sampai ada tanda hijau, selanjutnya klik next

€ 5 C & adminmicrosoft inportal/ “ v @

@ SMGPO == BRIiBank [E) Blogger Portal IGl.. @ IKATAN GURU IND.. (@) YourSite —WordP.. @) Screen Mimor ) Bagus - Office Home (@ Whatsapp @ Portal Program Org...

Microsoft 365 admin center

¥oriis Active users Create and upload the file Set user options View your results

Users Create and upload the file

Add auser [E User tg

In this step, download one of the CSV files below, save the file, and use Excel or
another app to add your users' information. Then you can come back here,
upload the file and verify that you've got it filled out correctly.

Learn more about importing multiple users =

L Download a CsV file with headers only

4 Download a CsV file with headers and sample user information

@ vour file looks good. Click or tap Next.

) ENG 10:44




13. Pilih Office 365 Al for Faculty (Unlimited licenses available) untuk
Guru dan Office 365 Al for Students (Unlimited licenses available)

untuk siswa. Kemudian klik next.

- a

) Microsoft Office Home X ] Wicrosoft 365 admin center - Ac X | 4 = IEN
& C @& admin.microsoft.com/Adminportal/Home?source=applauncher#/users w ¢ @
@ SIMGPO == BRIiBank [ Blogger PortalIGL.. @ IKATANGURUIND... (@ YourSite —WordP.. @) ScreenMirror ) Bagus - Office Home (& Whatsapp @ Portal Program Org...

Microsoft 365 admin center

14. Klik Next,

- d
) Microsoft Office Home X | ] Microsoft 365 admin center - Ac X | = =

< C & adminmicrosoft.com/Adminportal/Home?saurce=applauncher#/users “ ¥ @ ¢

@ SIMGPO == BRIiBank (D) Blogger:PortalIGl.. @ IKATANGURUIND.. (@ YourSite —WordP.. ) Screen Miror ) Bagus - Office Home Whatsdpp @ Portal Program Org.

Microsoft 365 admin center

- 1 off
They may have limited or no access to Office 365
until you assign a product license.

o If you don't have enough product licenses, some users will be
created without one. On the next page, you can view your results
report and it will tell you which users still need product licenses
assigned.




X | ] Wicrosoft 365 admin center - Ac X |
<« C @ adminmicrosoftcom/Adminportal/Home?sourca=applauncher#/users
@ SIMGPO == BRIiBank () Blogger: Portal IGl...

15. Klik download result (file ini berisi user name dan password
) Microsoft Office Home

@ IKATAN GURUIND.. (@ Vour Site — WordP..

@ screen Miror ) Bagus - Office Home

* v @
@ Whatsapp @ Portal Program Org...

Import multiple users

Active users

Create and upload the file

Set user options

View your results

View your results

Here are your results reports. You can either download and save them,
or email them to yourself and others.

@ 12 users

||  Email the results files to these people

Recipients *

bagus@dispendik.surabaya.go.id

16. Selanjutnya send and closed

) Microsoft Office Home

% | ] Wicrosoft 365 admin center - Ac X | b
<« C @& adminmicrosoft.com/Adminportal/Home?sourca=applauncher#/users
@ SIMGPO == BRIiBank () Blogger: Portal IGl...

@ IKATAN GURUIND... @ YourSite—WordP.. @ ScreenMimor £ Bagus - Office Home

* ¥ @
™ Whatsapp @ Portal Program Org...

Create and upload the file

Active users

Set user options
View your results

View your results

Here are your results reports. You can either download and save them,
or email them to yourself and others.

@ 12 users created

#|  Email the results files to these people

Recipients *

bagus@dispendik surabaya.go.id

D Send and close

17. Selesai sudah pembuatan akun berkelompok




