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Student Records 
Outlook Rule – TRIM in cc Field 

 
The instructions in this guideline will take you through the process of creating an 
Outlook Rule to automatically cc emails to the TRIM Student File 

Open Outlook 
 
Go To the Tools 
menu 
 
Select 

Rules and 
Alerts 
 
 

From the Email 
Rules tab select 

New Rule 
 
 

Select 
Check 
messages 
after sending 

 
 
 
Click  

Next  
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Select  
with specific words 
in the recipient’s 
address 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the hyperlinked  

specific words 

 
In the top field 
 
Type: 

@student.uws.edu.au  
 
Click: 

Add 
 

Click: 
OK 
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Click: 
Next 

 
Select: 

Cc the 
message to 
people or 
distribution 
list 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the 
hyperlinked: 

people or 
distribution 
list  
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From the contact list 
 
Select: 

Trim  
 
 
Click: 

To -> 
 

Or 
 
In the To-> field 
Type: 

trim@westernsydney.edu.a
u  
 

Click: 
OK 

 

Click: 
Next 
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Click: 
Next 
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Give the rule a 
name 
 
Click: 

Finish  
 

  

 
Click: 

OK 

 
 


