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Student Email ς Auto Forwarding 
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Student email works best with Internet Explorer 7 (or higher) or Mozilla Firefox V3 (or higher) 

 

1. Go to: www.outlook.com 

2. Enter your username (eg: S123456@myacu.edu.au) and password  

3. /ƭƛŎƪ ΨSign InΩ 

4. CǊƻƳ ǘƘŜ ƘƻƳŜǇŀƎŜΣ ŎƭƛŎƪ ƻƴ ΨOptionsΩ  
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5. /ƭƛŎƪ ƻƴ ΨOrganize E-MailΩ ŦǊƻƳ ǘƘŜ ƭŜŦǘ-hand side menu bar 
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6. Lƴ ǘƘŜ ΨInbox RulesΩ ǘŀōΣ ŎƭƛŎƪ ƻƴ ΨNewΩ  
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7. ¢ƘŜ ΨNew Inbox RuleΩ ǿƛƴŘƻǿ ǿƛƭƭ ŘƛǎǇƭŀȅ 

8. From the first drop-Řƻǿƴ ƳŜƴǳ όƭŀōŜƭƭŜŘ ΨмΩύ ǎŜƭŜŎǘ ΨApply to all messagesΩ 

9. From the second drop-Řƻǿƴ ƳŜƴǳ όƭŀōŜƭƭŜŘ ΨнΩύ ǎŜƭŜŎǘ ΨForward the message toΩ 
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10. ¢ƘŜ ΨAddress BookΩ ǿƛƴŘƻǿ ǿƛƭƭ ŘƛǎǇƭŀȅ 

11. On the bottom of the ǿƛƴŘƻǿΣ ŜƴǘŜǊ ǘƘŜ ŀŘŘǊŜǎǎ ȅƻǳ ǿƛǎƘ ǘƻ ŦƻǊǿŀǊŘ ŀƭƭ ȅƻǳǊ ŜƳŀƛƭǎ ǘƻ όƭŀōŜƭƭŜŘ ΨмΩύ 

12. /ƭƛŎƪ ΨOKΩ όƭŀōŜƭƭŜŘ ΨнΩύ 
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13. Lƴ ǘƘŜ ΨInbox RuleΩ ǿƛƴŘƻǿΣ ŎƻƴŦƛǊƳ ǘƘŀǘ ǘƘŜ ŀŘŘǊŜǎǎ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ƛǎ ŎƻǊǊŜŎǘ όƭŀōŜƭƭŜŘ ΨмΩύ 

14. Click ΨSaveΩ όƭŀōŜƭƭŜŘ ΨнΩύ 

 

 


