Filter Spam Messages

In order to avoid a lot of spam messages going to your Inbox, you can create a filter to
automatically send them to your Junk Email folder.

Try This Yourself:

o On the top right hand section, click Options.
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g In the left hand navigation pane section, click Organize E-Mail.
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e Make sure the tab Inbox Rules at the top is selected, then click New...
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Choose how mail will be handled. Rules will be applied in thj
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Click the drop down arrow for When the message arrives, and: then select
It includes these words in the subject...

New Inbox Rule

*Required fields
Apply this rule...

* When the message arrives, and:

Select ane -

Select one

It was received from. ..

It was sent ta,..

It includes these words in the subject. ..

It includes these words in th Subject or body, ..
It includes these words in the sender's address. ..
My name is in the To or Cc box

[Apply to all messages]
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e On the pop up screen Specify words, type *SPAM?*
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e Then click the plus sign to add it to the list
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0 Your screen will look like the below screen. Click OK.
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Q Click the drop down arrow for Do the following: then select Move the
message to folder...

New Inbox Rule
*Reguired fields
Apply this rule...

* When the message arrives, and:
It includes these words in the subject, .. - HSPAMT

Do the Following:

Select one

Select one

Move the message tq Folder, ..

Mark the message w%a category...
Redirect the message to...

Delete the message
Send a text message ta...
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Q On the pop up screen Select Folder, select Junk E-Mail and click OK.
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@ Your screen should look like the screen below. Click Save.
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Apply this rule...

* ywhen the message arrives, and:

Do the Following:
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S Save | R Cancel

o @ Internet | Protected Mode: On > 00 -

m You may receive a pop up Warning screen as below. If you want to

preserve any rules you may have turned off, choose No; otherwise, choose
Yes.
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1, Using Cutlook Web App ko modify wour rules will delete any rules
~ that were previously burned off using Outlook, IF wou wank bo
preserve the rules you turned off using ODutlook, dick "Mo" and use
Cutlook boedit your rules, Are you sure you want to proceed?
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Your Spam rule is now setup and your screen should look similar to the
following screen.

Inbox Rules

Chaoose how mail will be handled. Rules will be applied in the order shown, IF vou don't want a rule ko ron, wou can
kurn it off or delete it,
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the message includes specific words in the

Subject contains *SPAMF* subject "#SPAMP*

Do the following...

maove the message to Folder 'Junk E-Mail
And stop processing more rules on this
Mmessage




