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This document outlines the procedure

p 1....tool p

Step 1 tools for adding a filter rule to Microsoft Outlook
& Inbox - Microsoft Outlook to assist in removing "spam".
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Step 2....Rules Wizard

& Inbox - Microsoft Outlook
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Step 3....new

Rules Wizard

Apply changes to this Folder:

I |

Apply rules in the Following order:

To create the Rule, click on "New" and another window will open.

Mave Down

Rule description (click on an underlined value to edit it):

[o]4 Cancel R Mo, ., Options. ..




Step 4....

....Start creating a rule from a template
----Move messages based on content

Rules Wizard

@ Start creating a rule from a template
€ start from a blank rule

N\ Mave new messages From someone
' IMokify me when important messages arrive

'Move messages based on content |
Delete a conversatian

Flag messages from someane
Assign cateqaries ko sent messages

\ oson cotoorics based on contart Click on "Move messages based on content" in the top panel.
Mave messages I send to someone

Skop processing all Fallawing rules

Rule description (click on an underlined value to edit it):

Apply this rule after the message arrives
with specific words in the subject or body
move it to the spedfied Folder

I“@ Cancel I = Back 1 Mext > | Firish I

Step 3....specific words

Rules Wizard

% Start creating a rule From a template
€ Start from 2 blank rule

| \ Move new messages from someons

o )
Delete a conversation

In the bottom panel, click on "specific words".
Flag_ messages_From SOMEone . R " " .
i e Doy This will open the "Search Text" window.

Move messages I send ko someone
Stop processing all following rules

Rule description (click on an underlined value to edit it):

Apply this rule after the message arrives
with specific words in the subject or body
move it to the specific folder

@ Cancel < Back 1 Next > | Finish

Step 6....type in [SPAM]
(case sensitive with square brackets)

... Add

% Start creating a rule From a kemplate
" Start from a blank rule

5 Move new messages from someone
% |Matify me when important messages arrive

_________ In the top box, type in ~ [SPAM]

Search Text
and click the "Add" button. This will place the

Specify words or phrases to search for in the subject or body:

} item in the search list.
[SPAM] Add

Search lisk:

Cancel




Steﬂp 6....0K

% Skart creating a rule from a kemplate
™ Start from a blank rule

Move new messages from someane
Motify me when important messages arrive
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Search Text

Click on "OK" to continue.
Specify words or phrases to search For in the subject or body:

[ Add
Search lisk;

"[SPAM]"

I @ Zancel | = Back Mext = Finizh

Step 7....specific folder

Rules Wizard g|

% Start creating a ruls from a kemplate
7 Start from a blank rule

A Move new messages from someone
Y |Matify e when important messages arrive
sed on content
Delete a conversation
Flag messages from someons
Assign categories ko sent messages
Assign cateqaories based on conkent

i Click on "specific folder" and a new window
e Messages Isend to_ SOMEenne .
Stop processing all Following rules Wlll Opel'l.

'Rule description (click on an underlined value to edit it):
Apply this rule after the message arrives
with [SPAM] in the subject or body
move it to the specific folder

I@ Cancel < Back Mext = Finizh




Step 8....new

Rules Wizard

& o . You need to select where the spam message should
* Start creating a rule From a template N

g i be moved to. You can send them straight to the
"Deleted Items" folder, however DESCnet

: Rules Wizard

recommends the creation of a new folder called
Choose a folder: SPAM
ot Calendar A fa4
- Conkacts = \_I . " "
\ (7 Deleted Items Tared | To create the new folder, click "New
5B Drafts
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Step 9....type in SPAM
--OK

Create New Folder

MNarme:

| SPAM

¢ .
| Folder contains: Type the word SPAM. Now click "OK"
!Mail and Post Tkems ;I

\ Select where ko place the folder;
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Step 10...

. Finish

Rules Wizard

(+ Start
" Start

creating a rule from a template
from a blarik rule

o
Delete

Assign ©
Assign ¢

Move new messages from someone
Matify me when important messages arrive
a conversation
Flag messages from someone

Move messages I send ko someone
Stop processing all Following rules

Rule description {click on an underlined value to edit it}

a
based on conkent:

ategaries to sent messages
ategories based on content

move

r@' Cancel

Apply this rule after the message arrives
with [SPAM] in the subject or bady

Apply this rule after the message arrives
with [SPAM] in the subject or body

it to the SPAM folder

wext= | Finish |

Helpful information

Click "Finish" and now email classed as SPAM will be placed
into the selected folder.

If you receive a message that is spam and our servers did not pick it as spam, you can forward that
message to thisisspam(@descnet.com.au and our servers will adjust the rules to block future

similar messages

If you receive a message that has been tagged as spam incorrectly, forward the email to
thisisnotspam@descnet.com.au and the rules will automatically be adjusted.

If you send a message to an address, that address will be 'white-listed' and will not be
checked for spam content.
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