How to add Safe Senders to Outlook and
Outlook Web Access (OWA)

If the message is a direct type of message then you can follow these steps for Outlook
or Outlook Web Access (OWA)

Outlook

1. Onthe Home Tab, Go to Junk > Junk E-mail Options

Folder  View & Tellmg

Ijl E rIlmlgn::ma x D ﬁ:;i (E‘a ﬁ%

Mew MNew 15 Clean Up~ Delete Archive Reply Reply Forward
Email ftems~ & Junk~ All
MNew 3,5 Block Sender
4 Favorites Mever Block Sender "
Inbox - Mever Block Sender's Domain (@example.com) -l_
Drafts [18] Mever Block this Group or Mailing List
Sent [tems -
Deleted Items | Junk E-mail Options.. 4

Cutbox



2. On the Safe Senders Tab, Add the Email or domain name.
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Outlook Web app (OWA)

Login to web email here: https://email.vumc.org

1. Click on options in upper right side
2. Click See All Options
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3. Click Block or Allow on left side
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4. Under Safe Senders and Recipients
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1. Type in the email address or domain that you wish to add to your safe

senders list.
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2. Click on the Save button in the bottom right corner of your screen.
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