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Filtering Spam Quarantine Summary Notifications with Outlook 2007

This document describes how to delete the Spam Quar&uimmarynotifications you receive from
postmaster@bgsu.ediging a filter See a sampBpam Quarantine Summary messhgilew. Nde that
occasionally a message held in your Spam Quarantira $pam. So, if you choose to automatically delete Spam
Quarantinessummarynatifications, you could miss those messages.

From: postmaster@bgsu.edu [mailto: postmaster@bgsu.edu]
Sent: Wednesday, March 12, 2008 5:00 AM

To: Freddy Falcon

Subject: Spam Quarantine Summary

Quarantine Summary for ffalcon@bgsu.edu

There are 2 new messages in vour Spam Quarantine since you received your last Spam Quarantine Summary.
These messages will automatically be deleted after 10 days.

To review the complete text of these messages. go to https:/junkmail bgsu.edu and log in.

& NEW QUARANTINE MESSAGES
From Subject Date
Tuesday, Mar
Release | View CHIEF OJO CBN/UNITED NATIONS 2007/2008 11, 2008
R e IMADUEKWE SCAM VIC... 08:01:15 AM
[EDT
Tuesday. Mar
Reicass | View CHIEF 0JO CBN/UNITED NATIONS 2007/2008 11, 2008
e MADUEKWE SCAM VIC... 07:47:24 AM
[EDT

In Outlook 20070 manage youe-mail with filters, you defina rule. Any rule you create in Outlodk also a
defined rule in Outlook Web Access (OWA) Premiand vice versa.

To create a rule to delete any Spama€antine Summary messages Huaive in your Inbox:

1. OntheT ool s me Rules and Adrt®ac t o)

”:I'_oolsl Actions Help AdobePDF

Send/Receive »
Instant Search »
[ Address Book... Ctrl+Shift+B
%4 Organize
(51 Rulesand Alerts... [}

Qut of Office Assistant...
Mailbox Cleanup...
&) Empty "Deleted ltems" Folder

i3] Recover Deleted ltems...

Forms >
Macro »
Account Settings...

Trust Center...
Customize...
Options...

E-mail Scan Properties...

Scan for Threats...
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Filtering Spam Quarantine Summary Notifications with Outlook Web Access (OWA) Premium

2. Inthe Rules and Alerts window, clil&' New Rul eé

3. You

are n
subject t

Rules Wizard M

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
"3 Move messages from someone to a folder
| Move messages with specific words in the subject to a folder
uf‘j Move messages sent to a distribution list to a folder
X Delete a conversation
\ & Flag messages from someone for follow-up
Qﬁ Move Microsoft Office InfoPath forms of a spedific type to a folder
™3 Move RSS items from a spedific 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
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
=] Check messages when they arrive
=3 Check messages after sending

Step 2: Edit the rule description (dick an underlined value)
| Apply this rule after the message arrives

with specific words in the subject

move it to the spedified folder

Example: Move mail with Project in the subject to my Project folder

[Rules and Aterts [ D[S
E-mail Rules | Manage Alerts
[ New Rule... Ct : py... XDelete | # & R ow... Options
|Rule (applied in the order shown) | Actions -
Select the "New Rule” button to make a rule.
Rule description (dlick an underlined value to edit)f
[]Enable rules on all RSS Feeds
[ ok J[ coancel ][ ol
ow using the Rules Wizard. Under Step
o a folderé and, under Step whBopencl|l i ck th



Filtering Span Quarantine Summary Notifications with Outlook Web Access (OWA) Premium

4. Ent er O0OSpam Quar antAdhe Summaryo6 and click
Search Text @l&]
Specify words or phrases to search for in the subject:
Spam Quarantine Summary|
Search list:
Cancel

5. Then clickOK. The Search Text bowill close.
Search Text @l&l

Specify words or phrases to search for in the subject:

Search list:

"Spam Quarantine Summary™

6. Now click thesecond linkunder Step2 n t h e wo rtddefins tpesspecified faddro |

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

with Spam Quarantine Summary in the subject

move it to the specified folder

Example: Move mail with Project in the subject to my Project folder




Filtering Spam Quarantine Summary Notifications with Outlook Web Access (OWA) Premium

7. When you are prompted tioose a folder, highlight the Deleted Items folder and @ik

Rules and Alerts

Choose a folder:
[85] Contacts - Ol
[85] Contacts

=@ @ £
7| Drafts [1]

& L Inbox (2)
éﬂ Journal
L@ Junk E-mail
| Notes
(3 Outbox
3 Quarantine -
[ Recipes
[F) RSS Feeds
=3 Sent Items 2

i

m

8. You have now created a rule to move any messages with Spam Quarantine Sasnner$ubjedhto
your Deleted Items folderYou can either cliclEinish and skip to step 18ow or dick Next to modify
your rule.

Rules Wizard M

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
3 Move messages from someone to a folder
"} Move messages with specific words in the subject to a folder
3 Move messages sent to a distribution list to a folder
>< Delete a conversation
\ & Flag messages from someone for follow-up
Q} Move Microsoft Office InfoPath forms of a spedific type to a folder
™3 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
W) Play a sound when I get messages from someone
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
] Check messages when they arrive
=1 Check messages after sending

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

withiSpam Quarantine Summary:in the subject
move it to the Deleted Ttems folder

Example: Move mail with Project in the subject to my Project folder

[ Next> | | Finish

[=s]
1]
[a)




Filtering Span Quarantine Summary Notifications with Outlook Web Access (OWA) Premium

9. The Rules Wiard gives you a chance to revigaur selectiongnd modify them If you prefer to have the

Spam Quarantine Summary notifications permanently deleted instead of moved to your Deleted items

folder, clickt he box before O6permanently
You will be asked to confirm this action. Then you can either Eligish and skip to step 18ow or click

Next again.

del

Rules Wizard

(S

What do you want to do with the message?
Step 1: Select action(s)

imove it to the spedified folder

[] assign it to the cateqgory category

[ delete it

[] permanently delete it

["] move a copy to the specified folder

[] forward it to people or distribution list

[7] forward it to people or distribution list as an attachment
[] redirect it to people or distribution list

[] have server reply using a specific message
[] reply using a specific template

[] flag message for follow up at this time

[7] dear the Message Flag

[7] dear message's categories

[] mark it as importance

[] printit

[7] play a sound

[] start application

[] mark it as read

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

Apply this rule after the message arrives
with Spam Quarantine Summary in the subject
move it to the Deleted Items folder

m

[ Cancel ][ < Back ][ Next > ][

Finish

)

10. The Rules Wizard will now give yailne opportunity to specify any exceptions to your rule. There are

none needed, so clidkext.

Rules Wizard

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

[ )iexcept if from people or distribution list

[ 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

[ ] exceptifitis marked as importance

et e

t o

and



Filtering Spam Quarantine Summary Notifications with Outlook Web Access (OWA) Premium

11. You have now reached the final window in the Rules Wizard. Under Step 2,you may want to click the box
before ORun the rulelnbwxoRnsm€$dsages already in

12. You will now see your rule in your rules list. Cligpply. Then clickOK. You can now continue using
Outlook.



