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Setup a functional mailbox

The text and screenshots in this manual apply to the latest versions of Microsoft Outlook and may differ slightly from your version.

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 Windows 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 2016.

Prerequisites

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

Step 1. After starting-up and configuring Outlook, in Step 2. Choose ‘ Add Account’
the mail screen click on ‘File’ in the top-left of the
screen.
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Step 3.Enter the email address of the functional mailbox  Step 4. Click ‘Exchange’.
in the field ‘E-mail Address’ and click ‘Connect’.
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No account?  Create an Outlook.com email address to get started.



Step 5. Log in at TU Delft Federation Service with your
own netid and click ‘Aanmelden’.

TU Delft Federation Service

Aanmelden

‘ netldk@tude\ﬂ,nl X

Wachtwoord

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

Step 7. Click ‘Done’ and restart Outlook.

E Outlook

Account successfully added
You need to restart Outlook for these changes to take effect.

Done

Send an e-mail with the functional mailbox

Step 1. Go to the functional mailbox and start a new
mail message. Note that the From field is not
displayed by default and must be activated in your
Outlook.

When you open a new mail, you can choose ‘From’ in
the Options menu. This will display the field in the
email where you can enter the address on behalf of
whom you are sending the email.
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Step 6. Use your two factor method to approve the

sign in request.

fU Delft

@tudelft.nl

Approve sign in request

© Open your Microsoft Authenticator app and
approve the request to sign in.

§can't use my Migrosoft Authenticator app riaht now

Please login using the syntax <your
NetiD@tudelft.nl> and your password. Do not use
your e-mail address.
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Set or change the Out of Office message

Step 1. To set or change the out of office message of
the functional mailbox, go to ‘File’ and make sure the
functional mailbox is chosen in the accounts field.
Choose ‘Automatic Replies’ to set an out of office
message. Choose ‘Rules and Alerts’ to setup rules for
the functional mailbox.
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®  Get the Outlook app for iOS or Android.
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D Automatic Replies (Out of Office)

& Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.

Replies

Remove functional mailbox from Outlook

Step 1. In the mail screen click on ‘File’ in the top-left of
the screen.
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Step 3. Select the functional mailbox and click ‘Remove’.

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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Step 2. Choose ‘Account Settings’ and again
‘Account Settings’.
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® Access this account on the web.
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Add and remove accounts or change

euistina connection seftings.

Step 4. Select “Yes’ to remove the functional mailbox

Microsoft Outlook

Careful, if you remove this account, its offline cached content will be deleted. Learn how to

make a backup of the offline .ost file,
.

Do you want to continue?

Change settings for this account or set up more connections.





