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USING YOUR 
STUDENT
EMAIL

 Every student has a free TAFE NSW email account

 TAFE NSW email accounts use Office 365 Outlook

 Your TAFE NSW address will be username@studytafensw.edu.au

 Access your TAFE NSW email account through Office.com

 More information about access to TAFE NSW systems 
and resources after leaving TAFE NSW

TAFE NSW Library Services

https://tafensw-au.libanswers.com/faq/268884
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ACCESSING 
OFFICE.COM

TAFE NSW Library Services

Follow these steps:

Go to office.com and Sign in

https://www.office.com
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SIGN INTO
OFFICE.COM

TAFE NSW Library Services

jane.random1@studytafensw.edu.au

Enter your TAFE email address
username@studytafensw.edu.au
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If you are having trouble, try this guide to help you access the 
TAFE NSW Student Portal and your Learner Portal

THE STUDENT PORTAL LOGIN PAGE:

TAFE NSW Library Services

Enter your username

Enter your password

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

TAFE NSW Library Services

Click on the Outlook icon           to access your email
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INSIDE YOUR 
INBOX

TAFE NSW Library Services

Click on New Message to start writing an email
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INSIDE YOUR 
INBOX

TAFE NSW Library Services

Click on the Inbox to display your emails

Click on an email to open and read it

Click on the icon to reply to an email
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INSIDE YOUR 
INBOX - TOOLS

When you compose a new message or reply to a message, you can 
use the tools at the bottom of the screen to:

Attach files
Insert pictures
Set importance and more

TAFE NSW Library Services
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INSIDE YOUR 
INBOX - TOOLS

When you have finished writing your email click Send

TAFE NSW Library Services

example.email@email.com

Write the subject of your email here

Write the content of your email here
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FORWARDING 
MY TAFE 
EMAILS TO MY 
PERSONAL 
EMAIL 
ACCOUNT

TAFE NSW Library Services

JSClick on Settings

Then scroll down and click View all Outlook settings
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FORWARDING 
MY TAFE 
EMAILS TO 
MY PERSONAL 
EMAIL 
ACCOUNT

At the next screen, select Rules and Add New Rule

TAFE NSW Library Services
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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

TAFE NSW Library Services
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FORWARDING 
MY TAFE 
EMAILS TO 
MY PERSONAL 
EMAIL 
ACCOUNT

Follow these steps:

Add an action:

TAFE NSW Library Services

Select Redirect to and enter the email address you want 
your emails be sent to e.g. your private email address.
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WHAT ELSE CAN 
I DO WITH 
MY TAFE NSW
EMAIL 
ADDRESS?

 Save an email address into My contacts

 Import/Export my contacts into other email accounts

 Where can I find out how to do this?

Office 365 Outlook help – look for the question mark icon on the banner

TAFE NSW Library Services
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Contact your local TAFE NSW Library

FOR MORE HELP

TAFE NSW Library Services

https://tafensw.libguides.com/contacts


TAFE NSW

THANK YOU
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