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1 Instructions

Before you begin

The following instructions are supported by the TU Delft and have been tested to be working. However, we
offer this manual to you as an extra service. In case you have a configuration or version of MacOS other
than the one described here and you have problems setting up a functional mailbox, neither ICT nor a
Service Desk will be able to help you to setup a functional mailbox in Outlook for Mac.

Prerequisites
You need an active netid, a stable internet connection and an installation of Outlook for Mac to set up a
functional mailbox in Outlook with your TU Delft email-address.

1.1 Method 1 - preferred method — Sonoma only
You can turn outlook.office.com into an app, allowing you to open this webmail option as an application. In

this app, you can access your mailbox and functional mailbox in one interface. This feature is only available
on MacOS Sonoma.

1. Open Safari.

2. Go to https://outlook.office.com and fill in [your netid] @tudelft.nl.

'?UOeIft

Sign in
to continue to Qutlock

ETID@tudelft.n

Mo account? Create one!

Can't access your account?

Please login using the syntax <your
NetlD@tudelft.nl= and your password. Do not use
your e-mail address.

C,\“ Sign-in options




3. You will now be redirected to the TU Delft Federation Service page, login with [your netid]@tudelft.nl

and netid password.
o Outlook

TU Delft Federation Service

Sign in

’ netid@tudelft.nl

Please login using the syntax 'your NetID@tudelft.nl' and your ‘
password. Do not use your e-mail address.

© 2018 Microsoft

4. You will now be asked to authenticate using 2FA.
[ Outlook

Fupert
netid@tudelft.nl

Approve sign in request

Open your Authenticator app, and enter the number
shown to sign in.
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No numbers in your app? Make sure to upgrade to the
latest version.

| can’t use my Microsoft Authenticator app right now

Please login using the syntax <your
NetlD@tudelft.nl> and your password. Do not use
your e-mail address.

Tarme nf uea  Privacy & caokies




5. You are now logged into https://outlook.office.com, click on File, Add to dock.

& Safari ﬁ Edit View History Bookmarks

New Window ¥ N
LR i .
New Private Window O8N
New Tab ®T
0B New Empty Tab Group ~3EN
. I New Tab Group with This Tab
| &= O ‘ Open File... €0
E Open Location... 3B L
| Close Window SBW
oo > Fa Close All Windows XCEW
o= ;
Close Tab
o8 > Fa Delete Tab Group AEW
= Save As... &H%S
& > In- Share...
Export as PDF...
a ST/l Add to Dock...
Import From >
00
~ Gr Export

9o Print... P

o3

6. Fill in a name for the app and click on add.

= Add to Dock

G lOutIoolé; I
https://outlook.office.com/mail/

An icon will be added to your Dock and Launchpad so you can quickly access this website.

Cancel Add

7. The app is now created and available on your dock.




8. On the left side in the menu, you have the option folders (in bold). Right-click on it and select "Add
Shared Folder or Mailbox”.

> Favorites
~ Folders I
Create new folder
> &5 Inbo»
Add shared folder or mailbox
77 Draft:
Assign policy >

b Sent |

Sharing and permissions
> @] Deletea 1tems I

€3 Junk Email

& Archive

(Z Notes

£ Conversation Hi...

€3 RSS Subscriptions M

Crnntn na faldae

9. Fill in the name of the functional mailbox and click on add.

Add shared folder or mailbox X

Enter the name or email address of a user who
has shared folders with you.

Cancel

10. In the left menu you now see the added functional mailbox, when you close the app, the next time (by
opening) the functional mailbox is still connected.



1.2 Method 2 — MacOS Sonoma or older

1. Open Outlook.

2. Go to Outlook > settings... > Accounts > Click on advanced
[ ]

Show All

... in your current account.

Accounts

Difault Adtsar

5 _ Accountname
A{:E{_)untname Eﬂ FechingaiOftics 365 Azcoiunt

Account description:
Parasnal infarmation
Full name:

E-mad address:
Authentication

Method:  User Name and Password 2]

v — -

3. Go to tab “delegates”, add additional mailboxes.
Sarver Security

1
Delegates who can act on my behaﬂ:ﬁ

_I_
Send my meeting-related messages to:

My Delegates Only

Open these additional mailboxes:
2

concel  [ELNND
4. Functional mailbox is now added to your Outlook account.

Il Be aware that when you send an email from the functional mailbox
the mail is added to the sent items of your personal mailbox !!



1.3 Method 3 — MacOS Sonoma or older

1. In the Outlook menu, choose “settings”.
@& PCTUCLS File Edit  View Message Format Tools Window Help

2. In Outlook settings, choose the option “accounts”.

[ Outlook Preferences

Show All

Personal Settings

i s m An z v
SN s © u
General Accounts Notifications Categories Fonts AutoCorrect Spelling
& Sounds & Grammar
Email
) * > 0
=" & B
,,,,, (= 124 e ue
Reading Composing Signatures Rules Junk
Other
ey
3 &
Calendar Contacts Privacy

3. In the “accounts” panel choose + to add a functional mailbox to Outlook.

—|— v — ﬁv
New Account...

Directory Service...

4. In the setup dialog box fill in your functional TU Delft email address and click continue.

Please enter your email address

functionalmailboxname@tudelft.nl



5. Fill in the form as shown in the image:

Method: Username & Password

E-Mail Address: functionalmailboxname@tudelft.nl
Domain\username: netid@tudelft.nl

Password: Your password

Server: [optional] — [leave it blank]

- Not Exchanga?
Eﬂ Exchange

Method

Username and Password :

Email Address

functionalmailboxname@tudelft.nl

DOMAIN\username or Ema

netid@tudelft.nl

Show Password

server (optional)

Add Account

Need Help? Contact support

6. When you succeeded you will see a green checkmark as in the image below, Now click the “Done”

@tudelft.nl
has been added

Did you know?
Outlook supports Google, Yahoo!, and iCloud accounts.

Add Another Account

Done

7. You will now see that your mailbox has been added successfully as indicated by the green pointer in
front of the mailbox name.

Il Currently, a second account has been added. This account has the exact same settings as your personal
mailbox. Therefore, please change the email address to that of your functional mailbox in this second
account and adjust the display name (at the top of the account).

Note! Your personal account also needs to be modified, where there is currently a 1 or 2 appended to the
display name !!

10



1.4 Method 4 — MacOS Sonoma or older

1. Open Outlook

2. Click on File > Open > Other User’s Folder...

Format Tools W

ZI:8 Edit View Message

Open Message #0
Other User’'s Folder...

| B Mestig tl

1T

Mew Hew | ply Forward @l' Attachment M
Email  Items | .uII
Al Accounts Folder = By: Conversatio
~ MSU Office 36t MPOTt.. y
Export...

@ Inbox

= Page Setup... .

-/ Drafts '

d Print... BP |

—

3. Fill in the name of the functional mailbox, select the functional mailbox and click on open.

The mailbox is now added to your Outlook.
Open Other User's Folder...

| Q. Shared Mailbox| o o)

Folder Type: Inbox o
b

Account: MSU Office 365

@ wiin

(1) ' Be aware! With this option, the only folder you can open is the inbox of the functional mailbox !!

(2) !l Be aware that when you send an email from the functional mailbox ,the mail is added to the sent
items of your personal mailbox !!
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