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Creating Spam Filters with Outlook

This documentation outlines the steps to create rules that will allow all racial or
pornographic email to be deleted before reaching your inbox. Additional filters can
also be created to allow other spam email to be transferred to a ““spam” folder to be
reviewed at your leisure.

1) Create a new folder by going to the File Menu > Folder > New Folder. Call the
new folder ‘Spam’.
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2) Create a new rule by going to the “Tools’ menu and selecting ‘Rules Wizard’.

& Dutlook Today - Microsoft Dutlook == ﬂ
File Edit ‘“iew Faworites | Tools | Actions  Help Type a question for help =
=] é SendjRect SendJReceive L " @ Q % .

Address Book,,,  Ctr+Shift+E

|@ Rules Wizard. ..

@ Empty "Deleted Ikems" Folder

Outlook Shorbcuts

Outlook Today Customize. ..

Tools on the Web..,

Tasks Messages

Inbox 1]
Options. ., Drafts 1}
B Outbox 1]

Calendar

%

Contacts

Tasks

Motes

v

Deleted Items

My Shortcuts

Other Shartcuts =l

|
g start

J Elutlnnk Today - Micro... @Rs:ent I @iunk.du: - Microsoft Word I @DucumantZ - Microsoft, WI |@E N aﬁ@ém 12128 PM

lzeen >

3) Click the “New’ button to start creating the new rule.
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4) Select to “Start from a blank rule’, and apply to messages when they arrive.
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5) Choose the condition “with specific words in the message header’.
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6) Add the words ‘Porn_’ and ‘Racist_’ to the list.
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7) Choose to permanently delete these messages. Click next till you reach the final
screen (where you can’t click next anymore).

Please note that this will cause messages labelled as ‘Porn’ or “‘Racist’ to be deleted
permanently, if you don’t wish for this to happen then move the messages to a ‘spam’ folder
instead of deleting them. Please examine steps 13 & 14 for how to do this.
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8). On final screen you can name the filter, give it a name like ‘Utas Spam Filter —
Racial/Porn’ or similar.
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9) Now create another new rule by going to the ‘Tools” menu and select *‘Rules
Wizard’ and clicking new in the subsequent dialogue box.
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10) Choose to create the rule from a blank rule.
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11) Tick the condition as in the following image, then click the ‘specific words’ link
in the “Rule description’ area.
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12) Add the following words to filter on as in the image below:
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13) For this rule tick “move to a specified folder” and click ‘specified’ in the ‘Rule
Description’ area.
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14) Choose the ‘Spam’ mailbox you created earlier as the mailbox to send spam mail
to.
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15) Give the filter a name, such as ‘Utas Spam Filter — Other’ and finish the wizard by
clicking “Finish’.
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16) Ensure that the Porn/Racial filter is above any other filters in the filter list as in
the following image.
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