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Spam Management

I L

1. You will receive an email from o

quarant ine@ ‘messaging.micr osoft.com M Barbara Goertz Mon 7:12 PN
quarant| ne@ messaqg i ng. microsoft. Spam Notification: 6 New Messages y
com notifying you that there are
email messages that have been ] Office 365

guarantined by Microsoft as
spam. It is always a good idea to e

Spend a feW minutes Iooklng at You have 6 new spam-quarantined messages as of Feb 28, 2017 12:00 AM (UTC) which are listed below along with the actions that can be taken:
the email senders to make sure
the email is not junk.

Release to Inbox: Send the message to your Inbox.

Report as Not Junk: Send a copy of the message to Microsoft for analysis.

il s Applicant Tracking System (ATS) Feb 25, 2017 2:30 PM 95366 Releaseto  Reportas Not
<joyce.roberts@expertadvicetech.space> Inbox Junk
"mailer-daemon@google.com” <mailer-daemon@google.com> Delivery Status Notification (Failure) Feb 26, 2017 5:47 PM 31322 5:)'::5& i ‘l;{_ue:)l:ma—sl\lm
“"postmaster@alverno.edu” <postmaster@alvemo edu> Undeliverable: Free Tacos Feb 26, 2017 6:04 PM 230126 Release fo R:n o1t as Not
"labs@hmhco.com” <labs@hmhco.com> 10 Resources for Health and Wellness in the Feb 26, 2017 6:11 PM 119064 Release to Report as Not
Classroom Inbox Junk
"postmaster@alverno edu” <postmaster@alvemo edu> Undeliverable: Free Tacos Feb 26, 2017 6:13 PM 243770 Releaselo  Report as Not
"brittany barmnes@softwarereviews.com” Your File Transfer Software Expertise is Release to Report as Not
<brittany.bares@softwarerevit com> Requested FEb27. 2017 6:44/0M 2698 Inbox Junk

® 2017 Microsoft Corporation. All rights reserved. | Acceptable Use Policy | Privacy Notice
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2. Ifanemail is from a legitimate
; Releaseto
Inbox

sender, you will want to go to the
right hand side of the table and
click on the “Release to Inbox”

Report as Not
Junk

Report as Not

link. 2 Inbox Junk
2% Release to Report as Not
Inbox Junk
4 Release to Report as Not
Inbox Junk
70 Release to Report as Not
Inbox Junk
Release to Report as Not
Inbox Junk

3. This will open a new window in a
browser and you will see the ﬂ Office 365
following message there. This
window can be closed and you can

return to your Outlook inbox.
Spam message was released from quarantine.

Copyright @ 2017 Microsoft Corporation. All Rights Reserved.
Privacy Statement | Legal
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4. The message should now appear
in your Inbox, where you can
open it and proceed as you
normally would.

If you would like to manually tell
Outlook which senders are “safe”
follow the directions below:

Faculty/Staff
Students

u \.'ﬁ ‘“I "< Ignore x L__] ﬁl_f] L__ A &« Meeting ; RMA-MNJ ; RMA-Lenovo ¥ RMA-Zones ) RMA-Keytronics L2
N .N. 5 % Clean Up~ Dt . (I_ FT(I- : -)d Em-~ RMA-Dell RMA-CDW 2710 Manager EJ Team Email -
ew ew ew elete eply Reply Forwar V. e ovi
o - . ,
Email Items+ Meeting = 4 Junk ~ All ['@ More Done € Reply & Delete ¥ Create New %
New TeamViewer Delete Respond Quick Steps I}
<
S ©:lvernoe... [« All Unread Search Current Mailbox (Ctrl~E)
Archive &0 @ [FROM SUBJECT RECEIVED
i 4 Date: Today
b AIFR @z || postmaster@alvern... Free Tacos Wed 3/1/20

5. Faculty/Staff:

To avoid emails from this email
address ending up in quarantice
again, you can add the sender to
your “Safe Senders” list. On the
Home ribbon you will want to
click on the arrow next to “Junk”
and choose “Junk E-mail
Options...”

Send / Receive Folder View

Adobe PDF

. 7 Clean Up~
New New New Delete Repl
Email tems~ Meeting &5 unk~
New TeamViewer 2
+ N @ alver
Archive
4 Inbox
> AIFR
Apple ® Junk E-mail Options...

I Closet Checks

Q Tell me wha

fEe Meeting

SIM
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T Jewese

VWe dian trina anytning 1o sNow nere.

6. A new window will open up and pe -
you want to click on the “Safe Junk E-mail Options -SENgEE @alverno.edu (=34
Senders” tab. . — ;

Options |Safe Senders II Safe Recipients ] Blocked Senders l Internatnonal|

E‘—" Qutlook can move messages that appear to be junk e-mail into a
special Junk E-mail folder.

Choose the level of junk e-mail protection you want:

7. Next, you will want to click the - .
“Add...” button. Junk E-mail Options S @alverno.edu
| Options | Safe Senders | safe Recipients | Blocked Senders | International
\Q‘ E-mail from addresses or domain names on your Safe Senders List
. will never be treated as junk e-mail.
In the small window that opens “ '
next, you can either put the @t = ]
@cdwemail.com = it
person’s complete email address Rt . %
. demi ices@alv .edu m
or simply add the @ symbol along sdan kieodecom
with the domain name. For S otiei o
. bfontenot@apple.com cialcam =
example @alvernoedu |f you bill@\_«/isconsinimaging'(om "r. @
. . e Hp— 1" Add address or domain
want all emails coming from an Bran onienct @appie on y
. cervanrr@alverno.edu . .
Alverno email address to be fﬂﬁ:;:i:ggﬁ,:ﬂnw L i EEZeerdapoet-hmealliIs:ddress or Internet domain name to be
added to Safe Senders. Click OK [7] Also trust e-mail from my Contacts ’I
[¥] Automatically add people I e-mail to the Safe Senders List
to add the safe sender and close R o d
. a
the window. ) Examples: someone@example.com or @example.com -
You will be returned to the : n
. . e [ OK ] [ Cancel ] -
window on the left. Click on ok [ concer J[ meey || r F
3 =

Apply to close this window.

U:\Tech Services\User_Directions\Email\Spam_Management.docx Updated: 3/22/2017


mailto:helpdesk@alverno.edu

Technology Services
414-382-6700
helpdesk@alverno.edu

ALVERNO
COLLEGE

ESTABLISHED 1887

8. Students:

Click on the gear located in the
upper right hand corner of your
email inbox. From the drop down
menu that appears, you will want
to choose “Mail” under Your app
settings.

Now, move to the left hand side of
the window and under Options,
Mail, Accounts, you should click
on “Block or Allow”.

LY -

Settings X

1 Automatic replies
Create an automatic reply (Out of office)

message.

Display settings

Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected

to a network.

Manage integrations
Connect Outlook to your favorite apps and

Services.

Theme

. Default theme

Notifications

On

Your app settings

' Mail l

T Jewese

- C | & https://outl
i Apps M Alverno College Int

2 Office 365

(® Options

Shortcuts
» General
4 Mail
4 Automatic processing
Automatic replies
Clutter
Undo send
Inbox and sweep rules
Junk email reporting
Mark as read
Message options
Read receipts
Reply settings

Retention policies

4 Accounts

Block or aliow

Connected accounts
Forwarding
POP and IMAP

4 Attachment options
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right. Now you can enter the

. . Jptions
sender’s entire email address (e.g. Shortcuts
alvernostu@alverno.edu) or the i ol
i . B A [e] or allow
domain (e.g. @domain) in the e
Antomaticirepkes ®) Automatically filter junk email

area circled and then click on the
plus sign next to it. When you o
have entered the information, you
can then click “Save” in the upper
portion of the window.

Safe Senders and Recipients

Don't move email from these senders or domains to my Junk Email folder.

At t preference

e accounts

Blocked Senders
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