Stopping Campus Mail from being Junked!

Some emails from campus, particularly messages from Blackboard or WebAdvisor may end up
in the "Junk Mail" folder of a studestMounties Windows Live Mail/Hotmail account.
Additionally, sometimes email from a studefidounties” account may findstway in the

"Junk Mail" folder in an employ&e Outlook or OWA. Below are simple instructions on how to
make sure that campus mail ends up in your inbox, and not the VAailiK older.

e Why are these messages going to Junk Mail?

e Setting a "Safe Sender" rule through the Hotmalil interface.

e Setting a "Safe Sender" rule through the Windows Live interface.
e Setting a "Safe Sender" rule in Outlook 2003.

e Setting a "Safe Sender" rule in Outlook Web Access.

Why are these messages going to Junk Mail?

Hotmail and Windows Live mail have built in filters that do their best to determine if an email
"might" be junk mail. Unfortunately, some of the emails sent from the Blackboard system or
WebAdvisor contain subjects that the filters think could be junk.maibther cause is using no
subject line, or a short subject line such as "Hi" or "Hello". Hotmail/Windows Live Mail allow
you to change the default settings of your Junk Mail filter through their "Option" tabs. Lowering
these would probably help, howeveher mail you do not want may get through. The best way
to make sure these and other campus messages are not "Junked" is to put the campus mail
domains on a "Safe Sender" list.

Setting a "Safe Sender" rule through the Hotmail interface.

Login to Hotmail and select the "Options" category from the upper right corner.
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From the "Mail Options" screen, select "Juni&il Protection”

nties.mansfield.edu

Mail Options

Junk E-Mail Protection
Use these tools to help keep junk e-mail out of your Inbox.

Mail Display Settings
Change the number of messages shown on a page, hide images in junk e-mail, and more.

Message Replies
Set a different reply-to address for your messages, include the original message in your reply, and more.

Custom Filters
Organize your Inbox and send incoming messages to specific folders,

POP Mail Retrieval

Retrieve messages to vour Hotmail account From up to Four other e-mail accounts.
Hotmail Navigation

Change the orientation and labels of Hotmail's tab navigation.

Personal Signature
Create a signature ko add to your messages.

Mobile Alerts
Receive notification on your mobile device when a new message arrives in your Hotmail Inbox.

On the Junk BViail Protection Page, select "Safe List".
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Mail Options > Junk E-Mail Protection

Junk E-Mail Filter
. Choose a level of protection from unwanted messages.

~  Delete Junk E-Mail

Delete junk e-mail immediately upon arrival, or save it for a short time.

Mailing Lists

Ensure your mailing list messages are delivered to your Inbox, and not marked as junk e-mail.

Block Senders
Block the delivery of messages from specific addresses or from entire domains.

Safe List
Messages from e-mail addresses on this list will not be filtered as junk e-mail.

Junk E-Mail Reporting Confirmation
Choose whether to be shown a confirmation page each time you report junk e-mail,

Add "@mansfield.edu” to you safe lisPlease note that in the Hotmail interface, you cannot
add "@mounties.mansfie&tu”

Messages from addresses (or domains) on your Safe List are never filtered to Junk E-Mail, (Note: messages from a contact or group member are already considered safe.)

Type an address or domain:
— ]

Safe List

B @mansfield.edu

Setting a "Safe Sender" rule through the Windows Live interface.

Login to Hotmail/Windows Live Mail and select the "Options" category from the upper right
corner.
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More options...

Select "Allowed and blocked senders" under "Junka@" on the Options menu.
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Customize your mail
Choose between the full and light versions of Windows Live Mail
Select language
Reading pane settings
Personal e-mail signature
Save sent messages
Automatically sort e-mail into folders
Reply-to address

Mobile alerts for new messages

Enter "@mansfield.edudnd "@mounties.mansfield.edu" to "Allowed senders and domains"

Allowed senders

Messages from allowed senders will not be sent ta the junk e-mail Folder. You can allow an e-mail address or a domain (the part of an e-mail address after the @ sign).
To allow an e-mail address or domain, type it in the box below, and then click Add to List. To remove an allowed address or domain, select it in the list below, and then click Remove from List

Sender or domain to allow: Allowed senders and domains:

Add to List > @mansfield.edu
@mounties.mansfield.edu
<< Remaove From List I

Example: name@example.com

Setting a "Safe Sender" rule in Outlook 2003.

Select "Options" fromTools" on the Outlook toolbar. Clicknahe "Junk EMail" button on the
"Preferences" tab.
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E-mail - ——
3 Change the appearance of messages and the way they are handled.
4 ] | E-mail options... |
Calendar

j Customize the appearance of the Calendar.

Default reminder: | 15 minutes !I [Ca!emlar Options... ]
Tasks —————————— _
Z]' Change the appearance of tasks.

Reminder time: [8:00 Am [ Taskoptions... |

Contacts
Change default settings for contact and journal.
8=
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Notes —
Change the appearance of notes.
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On the "Junk BEMail Options" tab, select "Safe Sender", and click on "Add"



In the "Add address or domain" windomter "@mounties.mansfield.edu”. You do not need to
"@mansfield.edu".

Setting a "Safe Sender" rule in Outlook Web Access.

Log in to OWA, and select "Options" on the bottofrthe left menu bar.



