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How to set up Spam Filters on Microsoft office 2007

1. Click on inbox
2. Select message with spam
3. Right click, select create rule

Open
@ Print
@ Reply
,_?3" Reply to All
b Forward

Follow Up 3
% Mark as Unread

Find All 3
[ Create Rule...

Junk E-mail »
)( Delete
5 Moveto Folder...

] Message Options...

,_ﬂ,{_f_: Send to OneMote

Select Advanced Options

Create Rule - —— I. ? &I

When I get e-mail with all of the selected conditions

|:| Erom Creadon Ganesan

|:| Subject contains | FEFEESPAMFEEEE
[[sentta  |me only |E|
Do the follawing

[] pisplay in the New Item Alert window

[ play a selected sound: Windows Motify.waw E] E]

[ Move the item to folder: | Select Faolder [ Select Folder... ]
burban - 4001
oK | concel | [Advancedoptions... ] | [*37'50s 2210
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Step 1: In the wizard, select condition with *****SPAM***** in the subject or
body.

v N
Rules Wizard e e |

Which condition(s) do you want to chedk?
Step 1: Select condition(s)

[] from Creadon Ganesan -
[] with =====5p AM=EEEE i the subject i
[ sent to creadon@cybertek.co.za
iwith T====5p AM* == in tha eubject or body
[] through the spedified account

[] sent only to me

[[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[] where my name is not in the To box

[] with spedific words in the body

[] with specific wards in the message header

[] with specific wards in the redpient's address
[] with specific words in the sender's address
[] assigned to cateqaory category e

m

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

Apply this rule after the message arrives
with FF=*5PAM**%* in the subject or body

Step 2: Click on the highlighted message. “Apply this rule after the message
arrives with *****SPAM***** in the subject or body”

Type *****SPAM***** and then click add. Click ok and select next



Spedfy words or phrases to search for in the subject:

wwEEEg DA M :::::I

Search list:

Remowve

Select permanently delete it and click next.
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What do you want to do with the message?
Step 1: Select action(s)

‘stop processing more rules
permanenty delete it B
[] move it to the specified folder

[] assign it to the cateqory category

[] delete it

[] move a copy to the specified folder

[] forward it to people or distribution list

[] forward it to people or distribution list as an attachment
| |[] reply using a spedific template

[C] flag message for follow up at this ime

[7] dear the Message Flag

[] dear message's categories

[] mark it as impartance

W |[] printit

[] play @ sound -
[] start application

[] mark it as read

[] run a script bt

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

with F=#==55p AM*=*%%% in the subject or body

Il | permanently delete it

and stop processing more rules

»

m

[ Cancel ][ < Back ][ Mext = ][ Finish

)

e o

At the “Are there any exceptions screen” click next.

Click finish to create rule.
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Finish rule setup.

Step 1: Specify a name for this rule
ttzza:SPAM M

Step 2: Setup rule options

[]Run this rule now on messages already in "Inbox"
Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
with =F**5p AM****=n the subject or body
permanently delete it

and stop processing more rules

Cancel ] [ < Back Mext =

e K




