Filtering Junk E-mail in Outlook 2003

Filtering your junk email is a great way to cut down on unwanted spam messages in your inbox.
Microsoft Outlook provides you with simple, but powerful methods to reduce the clutter in your inbox.
You, the user, have the power to configure these settings to best meet your needs. You can add a user
to your blocked senders list or you can add a user to your safe senders list. You have the Power!

To begin, open your Junk E-mail filter options.
On the menu bar, click Tools

Click on Options
On the Preferences Tab, under E-mail, click Junk E-mail.
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Chaose the level of junk e-mail protection you want:

Mo Automatic Filkering, Mail from blocked senders is still moved to
the Junk E-mail folder,

" Low: Move the most obvious junk e-mail ko the Junk E-mail Folder.

& High: Maost junk e-mail is caught, but some regular mail may be
caught as well, Check your Junk E-mail Folder often,

" sSafe Lists Only: Only mail From people or domains on your Safe
Senders List or Safe Recipients List will be delivered to your Inbox,
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Select the protection level that you want.

| prefer to keep mine set on High. | periodically review
my junk mail folder just to make sure I have not
inadvertently filtered a “good” email.

I do NOT select “Permanently delete suspected junk e-

mail instead of moving it to the Junk E-mail folder” as |
prefer to double check. However, you certainly have the
option of automatically deleted the spam without further
iteraction.



Once you have selected the options that best meet your needs, Click OK to close the Junk E-mail
Options box. Click OK again to close the Options box.

You also have the power to add a name/address to the Blocked Senders List and it is very simple.

If you receive an email in your inbox that you have designated as spam, place your mouse cursor over
that email. Right click and select Junk Mail. Select Add Sender to Blocked Senders List.
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As you can see from the choices offered in the box, you may also add an address to your Safe Senders
List just as easily.

Now that you have mastered the Junk E-Mail filters, you can move on to creating rules! It is just as
easy.
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Then click the highlighted specific words in the step 2 section. Add your chosen words and click Add
and OK. Then click Next.

Now you may decide what you wish to do with that message.
In this example, | have chosen to move the message to my junk e-mail folder.
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Here | have the option to allow exceptions to the Rule:
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Now that you have some basic skills on filtering junk e-mail, you can tailor these rules and filters to
meet your needs. Don’t be intimidated by the amount of steps involved, there are shortcuts for
creating rules too. Check out this great, helpful web site provided by Microsoft: What to do with all
that spam? http://office.microsoft.com/en-us/assistance/HA011590551033.aspx

Once you have configured your filter options and created your rules, they will do all the work and
drastically reduce the number of spam emails that you have to wade through every day. The very best
feature of these tools is that YOU have the power to decide what YOU want to receive/read and what

YOU don’t!

You have the power! Use it!



