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INTRODUCTION 
This document is intended to assist CAND members with adding CAND to common email 
provider’s Safe Sender lists. This will help to prevent our email communications from being 
filtered into junk mail folders, so that you can always receive our most up-to-date news. 

  



INSTRUCTIONS FOR GMAIL 
The following applies to gmail.com. 

1. Log in to your Gmail account 
2. Click the gear icon in the upper-right corner and select "See all settings". 

 

 

3. Click See all settings 
 

 

4. Navigate to the "Filters and Blocked Addresses" tab at the top of the settings page. 

 

5. Click on "Create a new filter". 

 

6. In the "From" field, enter the email address or domain you want to add to your safe 
senders list.  
 
For example, you can enter a specific email address or use an asterisk before the domain 
(e.g., *@cand.ca) to allow all emails from that domain. 

 



7. Click "Create filter". 
8. In the next window, check the box next to "Never send it to spam". 
9. Click "Create filter" to finalize 

 

10. Your filter will appear like below to confirm it is completed 
 

 

  



INSTRUCTIONS FOR OUTLOOK.COM 
The following applies to outlook.com, Hotmail.com, live.com email services that are provided 
by Microsoft. 

1. Open: the Outlook.com web app and click the Settings (gear) icon in the top-right 
corner. 
 

 

 

2. Select: Mail > Junk email. 
3. Scroll down: to the Senders section and select the Safe senders and domains tab. 

 

 

https://outlook.live.com/


 

4. Click: the + Add safe sender button.  
 

5. Enter: the email address or domain you want to add. 

 

 

6. Click: OK. 
 

7. Click: Save to apply the changes. 
 

 

 

INSTRUCTIONS FOR CORPORATE OR BUSINESS OUTLOOK 
Please contact your IT helpdesk to assist with adding info@cand.ca and cand.ca to your safe 
senders list. 

mailto:info@cand.ca


QUESTIONS? 

CONTACT US. 
CAND SUPPORT 
IT@CAND.CA

 

ONE PIECE IT 
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