[bookmark: _GoBack]The following instructions can be used by a staff or student of UNSW to set up forwarding of their emails to an account outside of UNSW.
· Self-service management of email forwarding is currently carried out via the UNSW Identity Manager (IDM) which is accessible using a current password via the URL: idm.unsw.edu.au
· The home page when accessed should appear as below:
[image: ]
Please note the planned outage times for when the site will not be available.
· Log in with your current username and password
· Once logged in, scroll to the ‘UNSW Email’ section:
[image: ]
· Click on ‘Update Delivery’ next to ‘Emails to this account are currently being delivered to:’
· The text here would say *UNSW Mail Server* if emails are currently being delivered to your UNSW mailbox.
· On the page that loads, select the radio button for ‘Other Alternative Mail System’, enter your ASU or other email address and click ‘Save Change’ to apply this update.
[image: ]

Things to note:
· This setting takes approximately 15 minutes to take effect.
· With this forwarding in place emails are routed directly to the external mailbox and no copy is kept at UNSW. 
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Welcome to UNSW Identity Manager

This site allows you to manage your UNSW Identity and your UNSW email account attributes. Together these

If you are a new staff member or student and have not yet set up your account, click the 'New User' link to co
credentials.

For existing Users, log in using either your zPass or UniPass credentials.
Problems using this page? Contact the UNSW IT Service Desk on +61 2 9385 1333,

Please Note: IDM is unavailable to customers during its scheduled maintenance times below:
Daily 23:50 - 01:35 and 06:45 - 07:00 (Australian Eastern Standard Time).

User ID

Password

LogIn | Forgot Password?

New to UNSW?

Start here...
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The following are your current UNSW email details and options, which you can update by clicking on the appropriate button.

Your official UNSW email address contains your student number or staff number. If you have not done so already, you can choose an addition

and last name. You can also use this form to delete an existing alias.

Please contact the IT Service Centre on (02) 9385 1333 or email servicedesk@unsw.edu.au to request an alternative alias if none of those list

to set you up with additional aliases)

PLEASE NOTE: To ensure the integrity of internal mail system, the option to change your "Additional Email Addresses' is only available when
option to *UNSW Mail Server*. If your email is currently being delivered somewhere else and you want to update your UNSW email addresses
make the necessary Alias changes and then set the Delivery location back to your preferred destination.

UNSW Email Domain - @UNSW.EDU.AU

Account ID:
Official Email
Address:

Additional Email
Addresses:

Emails to this account

are currently being
delivered to:

Crirrent Renly

z

@unsw.edu.au

@unsw.edu.au
@unsw.edu.au

Update Alias

*UNSW Mail Server*

Update Delivery
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Update Email Attributes

Please contact the IT Service Centre if you experience any problems with this form.

Change Email Destination

“Your email destination determines the location (email server) where your email is delivered and stored.

Your delivery location can be on the UNSW Mail Server (i.e. zMail or UNSW Exchange Email or UniMail)
simply enter your email address for that service

To use the UNSW Mail Server(i.e. zMail or UNSW Exchange Email or UniMail), check the "UNSW Mail S

To forward your email to another email system instead, check the ‘Other Alternative Mail System’ button,
option, please note that you will no longer be able to update your "UNSW Email Alias' and the 'Ref

Please note that it can take up to 15 minutes for Change Email Destination to come into effect.

AccountID: z 1.

Mail Destination

Forword to, O UNSW Mail Server @ Other Alternative Mail System

Enter your email in 2.

the alternative system
here:

3.
Save Change || Cancel





