Using Groupwise’s Junk Mail Features

Groupwise comes with several features designed to block or permit e-mails based on
either individual e-mail addresses or from entire Internet domains®. These instructions
will help you set up the Junk Mail features of Groupwise.

To block e-mail from an e-mail address or an Internet domain

When you are receiving junk mail from an e-mail address, or if you notice that the same
Internet domain is sending a lot of junk mail, you may want to add that to a ‘Block List,’
which will stop the junk mail from getting through to your Inbox.

1) TO Start, Open the Ju n k M ai I H and I | ng 4 Junk Mai T T r—
. . . File Edit Wiew Actions | Tools Window Help
window. In Groupwise, click on the | @tk [7] s ok I: E—
“Tools” menu, and select ‘Junk Mail |# O [ il vendins ]
H an d I In g . ® Gwhema Demonstration ;L”D\i il E:H: Subject
i Rl Busy Search, ..
%ﬂ 2:?;:;::75 Date Difference...
: Conkacks Mass Document Operations. .,
Documents Replace Document With Backup
; g chevidst Hit the Road.
% zda‘:iiéz e Check Mailbox Size.. .
T Trash Options. ..
Junk Mail Handli ?| x
2) In order to add unk Mall EESEY 2
addresses or Settings | dunk List | Block List | Trust Lit |
domal ns to your Jurlk b ail Handling provides the ability to deal with urnwanted e-mail bazed on the address of the
. ; sender. There are several options avallable:
block list, the option V]
¢ 1ct? fou can specify that e-mail be placed in the Junk bail folder. [If the Junk kail folder does not exist
Enab I € B I OCk LISt it will be created when either of these options are enabled.]
must be selected. ™ Enable Junk List

I ail fram addrezzes in the Junk List will be placed in the Junk Mail falder.

Make sure that in

[ Enable Junk Mail using perzonal address books.

the Ju n k Mal I m?ﬂgﬂnidﬂ?ffﬁ;,m in a perzonal address book (including Frequent Contacts] will be placed
Hand“ng WIndOW Junl Mail Falder:

u nder the ¢ Settl ngS ’ [~ Automatically delete items |14 _:l dayps after delivery [move to Tragh).

tab that the option :

. . — Blacked Mail

_Enable BIOCk_ List I Enable Black List.

is Checked asin the ail from addreszes in the Block List will nat be delivered.

picture.

ok I Cancel | Apply I

! An Internet domain is the part of an e-mail address that comes after the @ symbol. For example, in the e-
mail address user@msu.edu, the Internet domain is msu.edu.
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How to prevent e-mail from a user or Internet domain from being
blocked

If you are receiving junk mail from many different users of an Internet domain, you may
want to add that domain to your Block List so you don’t see anymore of that mail (as
described above). However, if there are legitimate senders from that same domain, it will
also block their e-mails from being received. The Trust List will allow you to add
specific e-mail addresses for people whose mail you always want to appear in your inbox,
no matter what is specified in the Block List. As an example, in the last section, mail
from the domain ‘mail.com’ was added to the Block List. If you wanted to receive mail
from a specific e-mail address from that domain, such as friend@mail.com, you can add
them to your Trust List.

% Junk Mail Handling: Settings and list maintenance.

1) To start, open up the Junk Mail Handling
window. In Groupwise, click on the
“Tools” menu, and select ‘Junk Mail
Handling.’

e Edi Ve indowtHe

| & address Book e b~ Gathew Task
| SRRt B b sener

¥ -4

Find... Chl+F -
(9 rakion g Find e Subject

Busy Search...
Date Difference. ..

Mass Document Operations. ..
Replace Document With Backup

ogress Hitthe Road...
Check Mailoox Size,..

Opkions. ..




2) In the Junk Mail
Handling window, select
the tab ‘Trust List.” Click
on the “‘New’ button, and a
window will pop up titled
‘New Address or Domain.’
Type in the e-mail address
to allow (in this example
friend@mail.com), and
click ‘OK.” When finished
adding to the “Trust List,’
click on *OK’ to save
changes.
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