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Outlook: Adding a Spam Filter

Process Steps

From the “File” menu tab

Moody’s mail server receives spam messages every day. Did you know that you can set up a “spam filter”
in Outlook to catch known spam and send it directly to your “Junk E-Mail” folder?

Click on the “Info” link from the left-side menu and then click on the “Manage Rules and Alerts”

icon.

Rules and Alerts

Manage Rules removed.
& Alerts

Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or

From the “E-mail Rules” tab, click the “New Rule ...” icon.

[[E-mail Rules | Manage Alerts|

NewRue.) Change Rue+ B2 Copy... X Deete | & v RunRuesiow... Qptions

Tabplied in the order shown) Actons
Select the "New Rule” button to make a rule.

Rule description (dick an underiined value to edt):

(G

Go to the “Start from a blank rule” section, and then click on “Apply rule on messages I receive”;

then click “Next.”

‘I Start from a template or from a blank rule
Step 1: Select a template.

|| | stay

L Move messages with specific words in the subject to a folder

L3 Move messages sent to a public group to a folder

W Flag messages from someone for follow-up

L3 Move Microsoft InfoPath forms of a spedific type to a folder

L23 Move RsS items from a specific RSS Feed to a folder
Stay Up to Date

%, Display mail from someone in the New Item Alert Window

) Play a sound when I get messages from someone

{8 Send an alert to my mobile device when I get messages from someone

Start from a hlank 1

Apply rule on messages I receive

=3 Apply rule on messages I send

Step 2: Edit the rule description (cick an underlined value)
Apply this rule after the message arrives
from people or public group

move it to the specified folder
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

[ cancel ok {{ Next> [ Finish
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4. From the “Rules Wizard” box, select “with specific words in the message header” option; then, click
the “specific words” link in step 2 of the process, as shown below.

[ —
Which condition(s) do you want to check?
Step 1: Select condition(s)

|| | from people or public aroup

[ with specific words in the subject

[] through the spedified account

[] sent only to me

[] where my name is in the To box

[] marked as importance

[ marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box
[] where my name is not in the To box
[] sent to people or public group

[ with speci in the bo

] »

m

peahic wor add
[] with specific words in the sender's address
[] assigned to category category <z
Step 2: Edit the rule description (dlick an underlined value)

Apply this rule after the message arrives

wl the message header

[ concel | [ <Back [ mext> | [ Finsh |

5. Type “X-Spam=YES” in the text field as shown below, then click “Add” and then “OK.”
o S N, e

Specify a word or phrase to search for in the message header:

=

oK Cancel

6. Back in the “Rules Wizard” (where you are taken after clicking “OK” in the previous step), check the

box that says “Move it to the specified folder.” In step 2 of the wizard, click the “specified” link as
shown below.

[

What do you want to do with the message? I

|| <l move it to the spedified folder

[ 35307 T OO Tty ategory

[ permanently delete it

[] move a copy to the spedified folder

[] forward it to people or public aroup

[] forward it to people or public aroup as an attachment
[] redirect it to people or public aroup

[] have server reply using a spedific message

] reply using a specific template

(] fiag message for follow up at this time

[] dear the Message Flag

(] dear message's categories

[ markit as importance

[] printit

(] play 2 sound

[] start application

[ markit as read -

i

Step 2: Edit the rule description (click an underiined value)
Apply this rule after the message arrives

with X-Spam=YES n fhe message header
move it to théEpecfiedplder

Cancel | [ <Back [ Net> | [ Fiish

(Continued on next page)
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7. A new box will come up; from the list of folders select “Junk E-mail” and click “OK.”

|| choose a foder:
4 [l nliddie@moody.cdu - oK
» [2 Inbox]
2 Drats
(5 SentItems
@ Deleted Items (3)
3 Calendar
83 Contacts
1
(3 Outbox
[F5) RSS Feeds -
Ll ——

i

8. Now, back in the “Rules Wizard” box, click “Next.”

9. From the new window, check “Run this rule now on messages already in ‘Inbox’” and click “Finish.”

| Finish rule setup. I

|
Step 1: Specify a name for this rule
X-Spam=YES

Step 2

] Run this rule now on messages akready in “Tnbox”
Turn on this rul

Create this rule on all accounts.

Step 3: Review rule description (dick an underlined value to edit)
Apply this rule after the message arrives
with X-5pam =YES in the message header
move it to the Junk E-Mail folder

Cancel <Back Next > Finish
]

10. Back in the “Rules and Alerts” box, click “Apply” to complete the process.

(S9NewRuke... ChangeRue~ GaCopy... XDelete 4 v RunRulesNow... Qptns
Rule (sppied 1 e order shonn) [Actons
¥ XSpam=1es &

[ Enable rules on all messages downloaded from RSS Feeds
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