Outlook 2010 Spam setup guide

1. Click on ‘Rules’ then ‘Manage Rules & Alerts’

Sen&‘/ ﬁecei\;e

Folder View
i3 Ignore ,\___.B ;;___a P2 Meeting La MetroLAN install... £ To Manager T,bll' /%} . Y Find a Contact LD
%= Clean Up ~ & Team E-mail & Done ' (&} Address Book -
New  New Delete Reply Reply Forward M - Z e Move | Rules | Unread/ Categorize Follow : . Add to
E-mail Items~ | & Junk~ ‘ All R ore 4 Reply & Delete  “7 Create New g - - Read - Up~ | Y Filter Email v | Evernote 4
New [ Delete ‘ Respond Quick Steps [} ‘ Mg Always Move Messages From: Evernote ‘
I ; I ———
| S ——
4 Favorit $
g" e [Search Inbox (Ctri=E) p! Always Move Messages To:
Inbox =
o i vla Always Move Messages To:
[;Q Unread Mail Arrange By: Date [Newest on top ;_;{
3 sent ltems ; Sl cants 5 CreateRule...
.inspire.net.nz Ao To: 51 Manage Rules & Alerts...
Cc
(&) Deleted Items I e
Manage Rules & Alerts
4 inspire.net.nz Manage rules and alerts,
4 Inbox Rules make it possible to
] automatically take action based on
the contents of a message. :
=3
e




Outlook 2010 Spam setup guide

2. Select ‘Move message with specific words in the subject to a folder’, specify ***SPAM***;

select a folder to move the spam into then click “Finish’.
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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 spedific words in the subject to a folder
‘{3 Move messages sent to a public group to a folder
Y Flag messages from someone for follow-up
L&} Move Microsoft InfoPath forms of a specific 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
) Play a sound when I get messages from someone
B Send an alert to my mobile device when I get messages from someone
Start from a blank rule
=] Apply rule on messages I receive
=3 Apply rule on messages I send

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

Apply this rule after the message arrives
with =**SpAM***}in the subject

and on this computer only
move it to the Spam folder

and stop processing more rules

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

: < Back [ Next > ] [ Finish ]
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3. Click ‘Ok’ to finish.

Rules and Alerts

E-mail Rules | Manage Alerts

Apply changes to this folder: |Inbox
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Rule description (click an underlined value to edit):
Apply this rule after the message arrives

with **SPAM*** in the subject

and on this computer only

move it to the Spam folder

and stop processing more rules

Enable rules on all messages downloaded from RSS Feeds




