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Junk Email Filter via Outlook Cached Exchange Mode

Turn on Outlook Cached Exchange Mode

IMPORTANT: Each time you open Outlook in Cached Exchange Mode, it will take a short time for your
folders to synchronize with the Exchange server. This process may take a minute the first time, but should only
take 15-20 seconds for future synchronizations. Note that your number of unread emails [ex. Inbox (4)] will not
be accurate when you first open Outlook — it will only be correct after each folder finishes synchronizing.

1) In Outlook, click Tools — Options. Options

| Preferences I Mail Setup |Mai| Formak || Spelling | Security | Other | Delegates |

2) Click on the Mail Setup Tab. Click on the E- S ——

mall Accounts button. 4 5 Setup e-mail accounts and directories,
=]

gmaﬂ.ﬂ.ccounts
Send/Receive

—i Set send and receive settings for e-mail messages and documents,
E

Send inmediately when connected Send/Receive. ..

Data Files

Change settings for the files Qutlook uses to store e-mail messages

-
&ﬁ and documents,
Daka Files. .,

Dial-up

@ Control how Outlook connects to your dial-up accounts,
(&) Warn before switching an existing dial-up connection
() Always use an existing dial-up connection
[] automatically dial during a background Send/Receive
Hang up when finished with a manual Send/Receive

3) Click on the Change button

Account Settings

E-mail Accounts
¥ou can add or removd an accounk, You can seleck an account and change iks settings.,

E-mail i.ljat..a F.iies-i RSS Féed-s -I';are.F;u.:ui.ﬁl.:"I;i.st.s Iﬁternel.: I:‘Z.a-lenu:iars. If F‘ui:uiisheu:i-c.-a.lenu:i;ars- ([ ..ﬂ..u:i;:.lress-ﬁuc;ks

oy Mew. ., 'ﬁ.‘“ﬁepair... ﬁ"chgnge... g Seb as Defaul }(Remwe & 3

Mame Tvpe

Microsaoft Exchange Exchange isend From this account by default)
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4) Check the box “Use Cached Exchange Mode”. Click Next. Click OK to acknowledge the change will not
occur until you close and reopen Outlook.

E-mail Accounts

Exchange Server Settings
‘fou can enter the required information to connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your
system administratar,

Microsoft Exchange Server: |escheryl, AC

Type the name of the mailbox set up for vou by vour administrator, The mailbox name
is usually vour user name,

User MNamne: éEric Sanders

More Setkings ...

< Back. “ Mext = l[ Cancel

Microsoft Office Outlook

] The operation vou selected will not complete until vou choose Exit From the file menu, and then restart Microsoft
. Office Outlook,

5) Click Finish. Click Close. Click Ok. Click File — Exit to close Outlook. Wait about a minute to be sure
Outlook closed completely, then reopen Outlook.

Troubleshooting: If Outlook does not open after turning on Cached Exchange Mode, giving an error that it
cannot start Microsoft Office Outlook, just double-click the file below to fix the issue. Click Yes and OK to
finish the fix. No reboot is required — Outlook should launch after this step.

U:\Shared\Software\RegAdd\FixCached.reg
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Set Junk Email Filtering Options
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Once the Junk Email Filter is turned on, messages tagged as Junk will be routed to your Junk Email folder. You
may want to check the contents of this folder periodically to make sure “good” mail is not being routed there.

1) Click Actions — Junk Email — Junk Email Options. If you haven’t

turned on Cached Exchange Mode, you will receive a warning that
the filter is not available. You can click OK and proceed — your
settings will still be saved and will take affect when Cached
Exchange Mode is turned on.

»
»

2) Select your filtering level, noting the limitations of each.

Low will leave more spam in your inbox, but High may route desired

mail into the Junk Email folder. See information about Safe

Senders/Recipients on the next page for additional filtering controls

that may make High a more functional option.

[

3) Click on the International Tab, then on the Blocked Top-Level

Domain List. If you do not receive mail from senders outside the US,
you can Select All — then uncheck the United States as shown. Click

OK.

Junk E-mail Options

Options | Safe Senders | Safe Recipients || Blocked Senders ' International |

Some e-mail messages you receive might be writken in languages you are |
urfamiliar with and don't want to read. These messages can be marked
as junk and moved ko the Junk E-mail Folder,

The sender's e-mail address in different countries/regions can end with
top-level domain codes, such as .ca, .mx, or .us, The Blocked Top-Level
Domain List allows you ko block all messages sent from an e-mail address
ending with a specific top-level domain,

| Elocked Top-Level Domain List. ., ,I

Characters of each language are contained in a special encoding or
character set, The Elocked Encoding List allows you ko block all e-mail
messages in a specific encoding,

EBlocked Encodings List. .,

Microsoft Office Outlook
7Y
L3

The Junk E-mail Filker is not available for wour
Microsoft Exchange Server e-mail account
because wou are warking onling, To enable the
Junk E-mail Filker Far this account, switch ta
Cached Exchange Mode,

[ Please do not show me this dialog again

Junk E-mail Options

Ophiorss | Safie Sendars | Safe Racisents - Blocked Senders | International

% Outiook can mave messages that appear to be jurk e-mad into a special
“@ ok E-mal older

Choosa the kevel of Junk emad protection you wank:

O No Automaty: Fitering. Mad from biocked senders i st moved to the
durk £-mad Folder

(O Low: Mava ths most cbrious jurik e-mal to the Junk E-mad folder.

(©) o Most junk e-mal & caught, but some regular mad may be caught
&5 wel, Check your Junk E-mad folder often,

() gafe Lists Ondy: Only mad from people or domains on your Safe
Sendars List or Safe Reciplents List vl be delvered to your Enbox,

[]Permanantly detete suspacted yunk e-mad nstead of moving & to the
Jurk £-mal Fokder

[V] Disabin ks and other functionallty in phishing massages.
(recommended)

(V) Warn me about suspicious domain names in e-mal addresses
(recommended)

[V] When sanding a-mad, Postmark the massage to balp o-mal chents
cestinguish regubsr o-mad from junk e-mal

o [ coma

4) Click the Blocked Encodings List button. If you do not receive
any email in any foreign encodings, you can Select All, then
uncheck US-ASCI|, then click OK.

I OF ] [ Cancel ] [ Apply ]

Blocked Encodings List
Blocked Top-Level Domain List :

Select one or more encodings to add to the
Select one or more countriesiregions to add Blocked Encodings List.
to the Blocked Top-Lewvel Domain List, . =
= P o |[¥] 1apanese Al | select al
|[#] TT (Trinidad and Tobago) ~ Select all |[#] korean i =
|[¥] T4 (Turvahs) T == |[#] Latin 3 (150
[v] T ( Taivwan) |[] Latin & (150 -
[¥] T2 (Tanzania) - |[] Thai
[v] Uiy (Ukraine) {[~]
|[¥] UG {Uganda) |1
|[] UM fU.5, Minor Sutkying Islands) |[¥] wietnamese ]

LS {United States) |Z ‘Western European B
[v] L {Uruguay) > i
Ok, I [ Cancel
I oK ] ’ Cancel
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Safe Senders — Safe Recipients — Blocked Senders
Any address you always want to receive email from
should be added to your Safe Senders list. You can add
either individual email addresses or entire domains by
entering just the end of the email address — such as
“@alverno.edu” or “@yahoo.com”. Technology
Services highly recommends adding at least
“@alverno.edu” to your Safe Senders so you do not
mark any Alverno email as Junk.

You can automatically add everyone you have in your
Contacts list and/or everyone you send email to by

Alverno College
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Junk E-mail Options

| Options | Safe Senders | Safe Recipients | Blocked Senders || International

£ E-mail from addresses or domain names on vour Safe Senders List will
’=| never be treated as junk e-mail,

| @newegg.com __Edit. f
| @newsletters, microsoft, com

| andy@raprojectsolutions, com

| anthony, Muessendorfi@siemens.com

| brian.reaglesi@softwareone. com
brian_reagles@saftwareans, com

| calnewport@gmail .com

| christina@patrontechnology. com

| dstelmi@yahon, com

| e_sandrs@hotmail,com

| e_sandrsi@yahoo,com
| elwehr@ra.rockwell .com
| emailalert@cringely .com

Import from File.. .,
| emo@slipstick.com v Export to File. ..
Also brust e-mail from my Contacts

Automatically add people I e-mail to the Safe Senders List

checking the appropriate box on this tab.

[ aF, H Cancel I

If emails you receive from mailing lists or newsletters are
being blocked, you can add the list address to your Safe
Recipients list to always allow incoming mail sent to those
addresses.

Junk E-mail Options

| Options || Safs Sendets Safe Recipients | Blocked Sendets | International

& E-nail sent to addresses or domain names on vour Safe Recipients List will
*=| never be treated as junk e-mail,

liemo-newsletter@vahoogrouns, com add...
| pchardwiare@alverno. edu =

| prieurnandro@sbeglobal.net

| root@alvdns1 . alverno, edu

Since spammers’ email addresses change constantly, Blocked
Senders is not an effective tool for filtering out remaining
spam. The only addresses that you may want to place here are
business solicitations you cannot unsubscribe from for some

reason, but consider “junk” or perhaps a specific person who
_ consistently sends you spam-like emails.
Ok ] [ Cancel
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