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U SI N G YO U R = Every student has a free TAFE NSW email account
STU DE NT = TAFE NSW email accounts use Office 365 Outlook
EMAIL

= Your TAFE NSW address will be username@studytafensw.edu.au
= Access your TAFE NSW email account through Office.com

= More information about

TAFE NSW Library Services



https://tafensw-au.libanswers.com/faq/268884

Follow these steps:

Goto and Sign in

ACCESSING
OFFICE.COM i e

Hello, Welcome back.

Sign incu i Lins A tafensw.edu.au

Switch to a unierent account

Not you? Forget this account

Follow Office jpy § W (A

'TAFE NSW| TAFE NSW Library Services



https://www.office.com

Enter your TAFE email address
username@studytafensw.edu.au

SIGN INTO
OFFICE.COM

B® Microsoft

Sign in

‘ jane.randoml1@studytafensw.edu.au ’

Next
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THE STUDENT PORTAL LOGIN PAGE:

If you are having trouble, try this guide to help you access the

BT TAFE NSW Library Services


https://www.tafensw.edu.au/documents/60140/0/How+to+Access+my+Student+%26+Learner+Portal.pdf/422f4e2f-22ef-e3f6-1073-7c164aa45cb0?t=1587607227228

Click on the Outlook icon Bl to access your email

ACCESSING
OUTLOOK
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INSIDE YOUR
INBOX

Click on New Message to start writing an email

»  Folders () 1 Focused = Other Filter
—
Inbox OTEN.DoNotReply@
Drafts
e Sent [tems
Deleted Items 3
Junk Email
Archive 2017
Notes ° Microseft Online Services Team
Your TAFE NSW password h...
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Click on the Inbox to display your emails

Click on an email to open and read it

INSIDE YOUR
INBOX

B Sent ltems

u Deleted Items 3
Junk Email
Archive 2017 o & =
O Notes ° Microsoft Online Services Team
Your TAFE NSW password h...
Click on the Reply icon to reply to an email
©)  iFocused (= Other il Congratulations your enrolment with OTEN has been approved | 357-R7105V01 - Statement of Attainment in Introdug WHS Systems
[S— . Fundamentals | Student No.
o o -V--"‘." ‘ “ g o OTEN.DoNotReply@tafensw.edu.au .
! OTEN.DoNotReply® edu.su (]
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When you compose a new message or reply to a message, you can
use the tools at the bottom of the screen to:

I Attach files

I NSI DE YOU R @ glzstei::\sr:tuar:(?e and more
INBOX - TOOLS

B Send mj Attach @ Sensitivity ]E Discard  ---

Il
Il
x»

X, e T Ta b @
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INSIDE YOUR
INBOX - TOOLS

When you have finished writing your email click Send

B Send mj Attach @ Sensitivity ]E Discard

To example.email@email.com
Ce
addasubjecc  Write the subject of your email here

Write the content of your email here

B I U »Z A @ XX, ke I 1

Yosn |1 = @ b

= «

i
1y
&
1
UL
Il
Il
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Click on Settings ® © N S

Settings X

‘ £ Search Outlook settings ‘

FORWARDING e
MY TAFE

EMAILS TO MY —

Full Medium
P E RSO N A L Conversation view ©
(©) Newest messages on top
E IVI AI L (©) Newest messages on bottom
ACCOUNT o

Reading pane

)
o
=l

b=l
[~¥)
a.

@) Show on the right

O Show on the bottom

() Hide

View all Outlook settings =3 ’

Then scroll down and click View all Outlook settings
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FO RWARDI N G At the next screen, select Rules and Add New Rule
MY TAFE .
ettings Layout ules

E I v I‘ \ LS I O __Se*rm settings Compose and reply
I - E You can create rules that tell Qutlook how to handle incoming email messages. You choose both the conditions that trigger a rule

and the actions the rule will take. Rules will run in the order shown in the list below, starting with the rule at the top.
\ ( P 3 General
IVI E R S O N A L = Mail @

Sweep

BE Calendar c This Week on TeacherTube
& People Junk email If the message was received from This Week on TeacherTube', delete the message and > V7 W

stop processing more rules on this message.

View quick settings
Message handling e Timeless Tailor

" A
If the message was received from Timeless Tailor, delete the message and stop P> A2
processing more rules on this message.

Customize actions

Automatic replies

Retention policies
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FORWARDING
MY TAFE
EMAILS TO
MY PERSONAL

EMAIL
ACCOUNT

Follow these steps:

Name your rule. e.g. Forward emails

TAFE NSW Library Services
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FORWARDING
MY TAFE
EMAILS TO
MY PERSONAL

EMAIL
ACCOUNT

Follow these steps:
Add a condition

Select Apply to all messages

Forward emails

After
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FORWARDING
MY TAFE
EMAILS TO
MY PERSONAL

EMAIL
ACCOUNT

Follow these steps: @ aaaaaaaa >

Add an action: [edrec

Add another action

Select Redirect to and enter the email address you want
your emails be sent to e.g. your private email address.

Rules
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WHAT ELSE CAN = Save an email address into My contacts

I DO WITH = Import/Export my contacts into other email accounts
MY TAFE NSW

EMAIL

= Where can | find out how to do this?

AD D RESS? Office 365 Outlook help — look for the question mark icon on the banner

i | TAFE;  Owlook
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FOR MORE HELP

Contact your local TAFE NSW Library

AT TAFE NSW Library Services


https://tafensw.libguides.com/contacts

THANK YOU

s TAFE:
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