Spam and Junk Email

How to increase your Junk Email Filter Level…

Things you need to know ahead of time
If you do increase your Junk Email Filter Level, you will need to continually look into the Junk E-mail folder for legitimate emails.  This will not stop all Junk Email from being sent into your Inbox.  Your Junk E-mail Folder will automatically delete items that are older than 30 days.  There is not any way to keep the files in the Junk Email Folder longer than 30 days.  This option only works with the Outlook Desktop Client and not Outlook Web Access (OWA).
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Directions

· Open Outlook Desktop Client

· On the File menu select “Tools”, then “Options…”.

You should see a screen like such to the right.

· Click the tab “Preferences” if it is not already selected.

· Push the “Junk E-mail…” button.

[image: image2.png]eleted Items - Microsoft Outlook

Ble

HANEA" NERE]

Edt

view

Insert

=]

Format

v

Tools

<

Table  window

B

Help

3Gl 0%

- @ | igead [ TmestenwRoman - 12 - | B I
@ diread | ¢

fEle Edt Wew Go Iook Acions Hep

“uReply iReply to Al

2 Forward | L sendReceive ~

Page 2

Sec 1

212

f .

3

A

s

a

At 6.7

27 o2

“«o i

Favorte Folders

5,4/ D) gl From

Sinbox (5)
tveadtisi
For Folow U

S sert Items

Al il Foders

3 €6 box - Heier I, Edwerd )

21 3 Deleted Items
i brafts [3]
inbox (5)
G Junk E-mail [25]
Outbox
3 quarantine
S sert ltems
3 System Cleanup
2 3 Search Folders
3 59 Malbox - -4 Helpdesk (Co
) Deleted Items (2)
(2 Drafts
2 5 nbox
13 1992 Errors (40)
1 3 15 for HD Tech to dc v

Calendar

8| contacts

Tasks

Notes

Shortcuts

b}
sl
] Folder List
L

w

Subject Received See v

Open
print
Repy

Reply to Al

Forward

& e

Folow Up »
1 Mark as Unyead

Categores.
Find &l »
Create Rule.
Junk E-mail > ‘add Sender to Blocked Senders List
X pokte ‘add Sender to Safe Senders List

23 move to Folder Add Sender's Domain (@exanplecom)to 5afe Senders List

£/ ogtions. ‘Add Recpient to 5afe Reciients List

Junk E-mall Options,

Al folders are up to date,




· If the “Options” tab is not selected, please select it.

· To increase your Junk E-mail Filter Level change the Level from “Low” to “High”. 

· Click the “Ok” button on the “Junk E-mail Options” window and “Options” window.  

How stop certain email address from being put in the Junk E-mail Folder.

When you get legitimate email in your Junk E-mail Folder you should right click on the email, select “Junk E-mail”, then click “Add Sender to Safe Senders List” or “Add Sender’s Domain (@example.com) to Safe Senders List”.  Please note that by default Outlook will trust all email address in your Contacts.
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E-mail from addresses or domain names in your Safe Senders List will never be treated as Junk E-mail.

A domain is the end of an email address.  All UWW email addresses have the following domain @uww.edu.  Adding @uww.edu to the Safe Senders List means all emails with that domain will not be treated as Junk Email.

If you already know the email address or domain of addresses you want on your Safe Senders List you can manually add them by going to “Tools”, “Options…”, then clicking on the “Junk E-mail…” button.  Select the tab that says “Safe Senders” and then hit the add button.
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At this point you can add either the full E-mail address or the domain.

Hit “Ok” when your finished.  You can only add one E-mail address or one domain at a time.

Please note that your Safe Senders List has a limited amount of space.  You should only add addresses or domain addresses that are affected by the use of your Junk E-mail filter.

How to force certain email’s from specific email address to be put in the Junk E-mail folder.
When you get a specific Junk E-mail multiple times you should right click on the email, select “Junk E-mail”, then click “Add Sender to Blocked Senders List”. E-mail from the addresses in your Blocked Senders List will always be treated as Junk E-mail.

You should do this sparingly because your blocked senders list has a size limit.

If you already know the email address or domain of addresses you want to be in your Blocked Senders List you can manually add them by going to “Tools”, “Options…”, then clicking on the “Junk E-mail…” button.  Select the tab that says “Blocked Senders” and then hit the add button.

At this point you can add either the full E-mail address or the domain.

Hit “Ok” when your finished.  You can only add one E-mail address or one domain at a time.

Please note that your Blocked Senders List has a limited amount of space.  You should only add addresses or domain addresses that are automatically deleted by your Junk E-mail filter. 
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