Microsoft Outlook Safe Senders

How to add BPCC faculty, staff, and employee email addresses to your Microsoft
Outlook Safe Senders List. This will help keep BPCC email from being routed to your
Junk Email or Spam Email folders.

Start Microsoft Outlook.

Click on the Actions tab on the top menu.
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Under the Actions tab, click on Junk E-mail on the drop-down menu, then click on
Junk E-mail Options.

Actions | Help  Adobe PDF

A4 New Mail Message Ctri=N
0 New Mail Message Using » v Up ~ | =Y Send/Receive v (& | [ Search addressbocks v | (@)
‘ Follow Up » b = :
o Junk E-mail » | £ Add Sender to Blocked Senders List E
_'.I & Reply Ctrl=R Add Sender to Safe Senders List 3
E 5_@' Reply to All Ctrl=Shift=R Add Sender's Domain (@example.com) to Safe Senders List r
i3 Forward Ctri=F Add Recipient to Safe Recipients List
; ()=l Eorward as Attachment Ctri-Alt=F J Mark as Not Junk, el = Al |
ﬁ: Copy Shortcut @ Junk E-mail Options... k

DIEEBENES REMAIS"WEDLTHEr



The Junk E-Mail Options dialog box will open. Click on the Safe Senders tab at
the top, then click Add.
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Type @bpcc.edu in the Add address or domain dialog box, then click OK.



Enter an e-mail address or Internet domain name to be added
to the list.
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Examples: someone@example.com or @example.com
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To add BPCC Student email addresses, repeat the process by clicking Add again
and entering @student.bpcc.edu and clicking OK.
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This will allow all emails from bpcc.edu and student.bpcc.edu to go straight to your
Inbox. You may add more domains or specific email address by clicking Add and

repeating the process. When you are finished, click OK at the bottom of the Junk
E-mail Options dialog box.
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