Outlook Mail 2007 (Spam Filter) The University of Akron

Spam Filter <.-¢/

Spam is unsolicited electronic junk mail that is often a waste of people’s time to
address. At The University of Akron, the system will try to identify spam as it is coming
in through the system. These are the steps for creating a Junk Mail folder and setting
up a filter to move suspect materials from the Inbox to this folder for later review.

1. Create a folder to store the Junk Mail by selecting from the menu File, New,

Folder.

21
Mame:
Folder contains:
IMaiI and Post Thems j

Select where to place the folder:

= ‘E;,ff Mailbio: - Wyszynski, Sara Ann -
Eﬁ Calendar
427 Contacts
(3] Deleted Ttems [11)
L7 Drafts
L] Inbox (1}
S Journal
L@ Junk E-mai
o | Motes
L Cutba: _I

2. In the Name field, enter a title for the folder- such as SpamMail.

3. In the bottom frame, Select where to place the folder, click where you want the
folder to be. For example, select Mailbox to place the SpamMail folder on the
Exchange Server at the same level or hierarchy as the other listed folders.

Create New Folder d 4|
Mame:
ISpamMaiI
Folder contains:
IMaiI and Post Thems j

Select where ko pl

321 Contacks
fa] Deleted Items (13)
L7 Drafts
L] Inbox (1)
i Journal

L g Junk E-mail

| Motes
L= Outboz _I
-

[o]4 I Cancel |
Click on the OK button.
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4. The Inbox returns. From the menu select Tools, Rules and Alerts. Click on the

New Rule button.
x|

Start from a kemplate or Fram a blank rule
Step 10 Select a template
Stay Or ized
.3 Move messages from someone ko a folder
3 Move messages with specific words in the subject to a Folder
3 Move messages sent b a distribution list to a folder
X Delete a conversation
Y Flag messages From someone For Follow-up
_3 Move Microsoft Office InfoPath forms of a specific bype to a folder
3 Move RSS iterns from a specific RSS Feed to a Folder
Stay Up to Date
. Display mail from someone in the New Item Alert Window
‘.’EI Flay a sound when I get messages fram someone

when I get messages from someone
art from a blank rule
< - Check messages when they arrive

=1 Check messages after sending

Step Z: Edit the rule description {dick an undetlined value!

Apply this rule after the message artives

From people or distribution list
maove it ko the specified Folder

Example: Move mail from my manager to my High Importance fol.

Cancel | < Back I Mext > I Finish |

5. From the top frame, select the option for Check messages when they arrive
which is under the Start from a blank rule heading.

6. Click on the Next button.
B

wthich condition{s) do vou want to check?
Step 11 Select condition{s)

people o distribution lisk e
specific words in the subject

through the specified account

sent anly ko me

where my name is in the To box

marked as importance

marked as sensitivicy

flagged For ackion

where ry name is in the Cc box

where my name is in the To or Cc bax

where my name is not in the To box

sent ko people o distribution list

with specific words in the body

with specific words in the subject or body

with specific words in the message header

with specific words in the recipient's address

with specific words in the sendet's address

assigned to cateqory category LI

o

OOOO00000000000dCce

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

Caneel | < Back I Next = I Finish |

7. Inthe top frame, Step 1. Select condition(s), select the option for with specific
words in the subject.
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8. In the bottom frame, Step 2: Edit the rule definition (click an underlined value),

click once on the underlined text, specific words.

Eeorch e 21

Specify words or phrases ko search for in the subject:

I Add

Search lisk:

Remoye |
oK I Cancel |

9. In the Specify words or phrases to search for in the subject field, enter the

following exactly as shown:
{SPAM?}

10.Click on the Add button.
earchent 21x]

Specify words or phrases to search For in the subject:

|| fdd

Search lisk:
SPAME"

Rermave |

[ ]

Cancel |

11.Add another spam entry exactly as shown:
{SPAM!}

12.Click on the Add button.
searchText 21|

Specify words or phrases to search For in the subjeck:

| fidd

Search lisk:

"ISPAMT or
“ISPAMIL

Remove |
[0]'4 I

Zancel |

Tip — SPAM
{SPAM?} Indicates there is a
good probability the item is
spam. {SPAM!} Indicates there
is a very high possibility the
item is spam.

Ver. 2008.04.08 Page 5

pstrain@uakron.edu

These materials may not be reproduced in whole or in part without the express permission of

The University of Akron.



Outlook Mail 2007 (Spam Filter)

The University of Akron

13.Click on the OK button.

‘Which condition(s) do you want to check?
Step 1: Select conditionis)

from people o distribution lisk

with specific words in the subject

through the specified account

sent only to me

where my name is in the To box

marked as imporkance

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 distribution list

with specific words in the bady

with specific words in the subject or body
with specific words in the message header
with specific words in the recipient's address
with specific words in the sender's address
assigned ko cateqory category

OOOOOO0O000000O00=I

Step 2: Edit the rule description {click an underlined walue)

Appl}f ssage artives
withi{SPAMEE or 4SPAMIL N the subject

Cancel | < Back I Mext = I Finish
14.Click on the Next button.
Jruies weors
‘What do you wank to do with the message?
| Step 1: Select action(s)
| |imave it ka the sgeciﬁed_f_g!@gr i~

assign it ko the cateqaory categary

delete it

permanently delete it

move a copy bo the specified Falder
forward it bo people or distribution lisk
forward it bo people or distribution list as an attachment
redirect it ko people or distribution list
have server reply using a specific message
reply using a specific template

flag message For follow up ak this time
clear the Message Flag

clear message's categories

mark it as importance

prink it

play a sound

start application

mark it as read

Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives

with '{SPAMEY or {SPAMIE in the subject

Cancel | < Back I Mext = I

Finish

M

15. Select the option in the top frame, Step 1:

specified folder.

Select action(s), move it to the
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16.In the bottom frame, Step 2: Edit the rule description (click an underlined value),
click on the underlined text, specified.

Choose a Folder:

I
I
1 [ N A
| = té} [\ﬂalll:u:ux - Whyszynski, Sara Ann = (04 I
| @ Calendar
| 121 Contacts Cancel |
ia] Deleted Items (13)
L7 Drafts TEw, .,

i} inbox 14V

S 1oumal

'@ Junk E-mail

o | Motes

= outbos:

1 quarantine oo
LE]) R55 Feeds

[=3 Sent Items

1 Spamrail ;I

17.Click on the SpamMail folder that you previously created. Click on the OK
button.

18. Click on the Next button.
x|

Are there any exceptions?
Step 1: Select exception(s) {if necessary)

&
=
o
=3
=1
E
=t
]
2
=3
5
o
o
o
=
5
2
5
=
|»

[ except if the subject contains specific words

[ except through the specified account

[ except if sent only to me

[ except where my name is in the To box

[ except if it is marked as importance

[ except if it is marked as sensitivity

[ except if it is flagged for action

[ except where my name is in the Cc box

[ except if my name is in the Ta or Cc box

[ except where my name is not in the To box —
[ ] except if sent to people or distribution list

[ except if the body contains specific words

[ except if the subject or body contains specific words

[ except if the message header contains specific words

[ except with specific words in the recipisnt's address

[ except with specific words in the sender's address

[ except if assigned ta cateanry category ;I

Step 2: Edit the rule description (click an underlined valug)

Apply this rule after the message arrives
with "SPAMPE or YSPAMIY in the subject
mowe it to the Spamiail Folder

Cancel | < Back IWI Finish |
This panel is not needed for this rule. Click on the Next button.
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19.The final panel is displayed:
x

Finish rule setup.

Skep 1: Specify a name for this rule
[HSPaMZE or H{sPam

Skep 2: Setup rule options
™ Run this rule now on messages alrsady in "Inbosx"
[V Turn on this rule

™| Create this rule o &l accounts

Step 3: Review rule description {click an underlined value to edit)

Apply this rule after the message arrives
with {SPAM?Y ar YSPAMIE in the subject
move it to the SpamMai Folder

Cancel | < Back | et = | Finish I

20.Enter a name for the rule in the Step 1: Specify a name for this rule field. You
can just leave the default name.

21.Click on the Finish button.

22.Click on the OK button.

Note: The junk mail filtering rule and its respective folder have been created. To
eliminate reaching the maximum server mail capability (500MB), review the contents of
this junk mail folder periodically to make certain the messages placed here are indeed
“‘junk.” Delete those which are not pertinent to you. Move those which are of value to
you to another folder.
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