
 
 

How-To: Add an email address as a safe sender  
A.K.A. - Whitelisting 
 
Why? If you are not receiving emails sent directly from the Cornerstone team at 
firstname@mycfsgroup.com, or if you are not receiving our Weekly Commentary (even though you 
already signed up for it). 
 
1. Check your spam or junk folder.  
2. If the email you are looking for is in your spam or junk folder, you should whitelist the email 

address. 
o Whitelisting the email address helps ensure that emails sent from it are not marked as spam.  
o You MAY only have to update the whitelist in your email service. Sometimes you also have to 

update the whitelist in your security program.  
 
Below are instructions for a few of the common email providers we see. Each email provider or security 
service has their own instructions, please check with your email service provider.  
 

Yahoo  
In Yahoo Mail, your Contacts list is your whitelist. To add the From Address to your Yahoo Contacts:  
1. Open your Yahoo mailbox and click the address book icon in the right-side panel. When you roll your 

mouse over it, it will say Contacts.  

 
 

2. Click "Add a New Contact."  

 
3. Fill in the fields of your Contact. (i.e. dominica@mycfsgroup.com) 
 
 



4. Click Save.  

 
 
For additional help with whitelisting email addresses in Yahoo, please see Yahoo's support.  
 
Outlook  
For 2003, 2007 and Express - Without an example email address in your inbox:  
1. Select Actions from the toolbar at the top of the screen.  
2. Select Junk E-mail.  
3. Select Junk E-mail Options...  
4. Click the Safe Sender tab.  
5. Click Add.  
6. Type in the email address you wish to add to your safe sender list.  
7. Click OK.  
 
For 2003, 2007 and Express - With an example email address in your inbox:  
1. Open the email.  
2. In the Toolbar options at the top, click the Safe Lists drop-down. Note: This is located in the "Junk 

Email" section.  
3. Select "Add sender to Address book".  
4. Click OK.  
 
For 2010  
1. In Outlook, go to the Home tab.  
2. Click the Junk button.  
3. Choose "Junk E-Mail Options" from the drop-down list.  
4. Go to the Safe Senders tab.  
5. Click Add...  
6. Type in either the email address or the domain name you wish to add.  
7. Click OK.  
8. Click Apply.  
 
 



For 2013  
1. In Outlook, go to the Home tab.  
2. Click Junk > Junk Email Options.  
3. Select the Safe Senders tab and click Add.  
4. In the Add address or domain box, enter the email address or the domain name you want to 

whitelist.  
5. Click OK and close the window.  
 
Express  
1. In Outlook, go to the Tools menu.  
2. Select "Address Book".  
3. Click New and select New Contact from the drop-down menu.  
4. Type in email address and include any details you want.  
5. Click OK.  
 
Outlook.com  
1. Open the email. Then click the three dots and click Add to Safe senders.  

 
 

2. Click OK.  
For additional help with whitelisting email addresses in Outlook, please see Microsoft's support.  
 

Gmail  
Add the email address to your contact list.  
1. Click the Google Apps symbol in the upper right-hand corner and then click the Contacts block.  

 
 

 
 
 



2. Click Create Contact.  

 
3. Enter the email address and any additional information in the contact fields.  
4. Select Save.  
For additional help with whitelisting email addresses in Gmail, please see Gmail's support.  
 

MSN  
1. Select Settings: Email | Junk e-mail (bottom left, just above Calendar).  
2. From the E-mail settings screen, select Junk E-mail Guard.  
3. Select Safe List. Example: You can either enter a specific email address or use *xxxxx.com or 
@xxxxx.com to whitelist the domain (replace the xxxxx with the domain name).  
4. Select Add.  
For additional help with whitelisting email addresses in MSN, please see Microsoft's support.  
 

Comcast SmartZone/Xfinity  
1. Click Address Book.  
2. Click "New" and choose "New Contact".  
3. Add the email address and any additional information.  
4. Click Save.  
For additional help with whitelisting email addresses in Comcast SmartZone, please see Xfinity's support.  
 

EarthLink  
1. Open the Address Book.  
2. Click Add.  
3. Enter your contact's domain.  
4. Click Save.  
For additional help with whitelisting email addresses in Earthlink emails, please see Earthlink's support.  
 

Verizon  
1. Open your Inbox.  
2. Click Options.  
3. Click Block Senders.  
4. Locate the “Safe List”.  
5. Enter your contact's domain.  
6. Click OK.  
For additional help with whitelisting email addresses in Verizon, please see Verizon's support.  
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