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HELP SHEET — REDIRECTING EMAILS FROM YOUR TAFE

EMAIL ACCOUNT

1. Loginto the TAFE NSW Student Portal I
https://my.tafensw.edu.au/, using you TAFE username and

password.

If you see a message about conditions to use the site,

choose | Agree to continue.

Sign in with your TAFE NSW account

User ID

Example: jane._citizen1

Password

Entler your password

Forgot your password?

Have trouble logging in?
Help for TAFE staff Help for TAFE students

2. To access your email, click on the Email application on the right hand side of your Student Portal

Welcome to the Student Portal

Your gateway to leaming resources and student information

Learner Portal, Moodle & Library

The Learner Portal allows students o access their recards, including personal details, payments/fees, enrolments and leamin:
e Learner Portal allows students to access their records, including personal details, payments/fees, enrolments and leaming [

history.

Please click the required link:

My Learner Portal, Moodle and Library Links

North Coast

Moodle - North Coast

Remove

(Bl Lbery-North coast

Find Learner Portal, Moodle and Library Links

Select your campus

Enter the campus name to find your Leamer Portal
Hunter & Central Coast
Nlawarra

New England

3. Click on Yes to stay signed in

TAFENSW.EDU.AU

Announcements

Getting ready for Term 2 study?

v Read more

Studiosity

On-demand study help for st

Resource and Informatioy

emat

TAFE NSW Moodle

v

TAFE Campus Locator

>

Moodie - Higher Education
>

Office 365
>

Outlook

B® Microsoft
kerry.watson15@studytafensw.edu.au
Stay signed in?

Do reduce the number of times you are asked

to sign in.

(] Don't show this again

- EE
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4.

5. Select View all Outlook settings

6. Select Rules

Settings

i Genera
= Mail
EI Calendar
£ People

Compose a

unk email

Customize actions

= handling
atic replies

Retention policies

TAFE:

Click on the gear icon

Layout

Focused Inbox
Do you want Outlook to sort your email to help you focus on what matters most?

ed and Other

Message height

Choose the height of each message in the message list

Message organization

How do you want your messages to be organized?

How do you want messages in your conversations to be displayed?

®) New

7. Select Add new rule

Rules

You can create rules that tell Outlook hoy
and the actions the rule will take. Rules w

Add new rule

't created any rules yet,

Settings

o]

0

X

| 0 Search Outlook settings

Theme

Office

View all

Dark mode ©

Full

O ot

Reading pane

(™) Show oo the hotiom

) |

Focused Inbox ©
Desktop notifications ©

Display density ®

Medium

c 1 M
Conversation view ‘U

0 Newest messages on top

0 Show on the right

/

o~

| }

© 80

Compact

O Newest messages on bottom

w to handle incoming email messages. You choose both the conditions that trigger a rule

run in the order shown in the list below, starting with the rule at the top.
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8. Select Apply to all messages

9. Select Redirect to

Rules

v ‘ Mail Forwarding or similar

~ Add a condition

‘ Apply to all messages

Add another condition

o Add an action

‘ Select an action

Organize
Move to

Sto
Copy to
Delete
Pin to top
Mark message
Mark as read
Mark as Junk
Mark with importance
Categorize
Route

Forward to

Forward as attachment

Redirect to

Subject

Subject includes

I'm not on the To line

I'm the only recipient

Subject or body includes
Keywords

Message body includes
Sender address includes
Recipient address includes
Message header includes
Marked with

Importance

Sensitivity

Classification

Message includes

Flag

Type

Has attachment
Message size

At least

At most

Received

Before

After

All messages

Apply to all messages
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10. Enter the email address and click on Save

GOVERNMENT

Rules

~ ‘ Mail Forwarding or similar

~ Add a condition

‘ Apply to all messages e

Add ancther condition

o Add an action

‘ Forward to v ‘ e Kerry Watson <kerry.m.watson@tafe...

Add another action

Add an exception

Stop processing more rules (1)

=
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