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Spam is unsolicited junk e-mail. Spam is sent in bulk, usually to a list Introduction
gathered (by legal or illegal means) from subscribers to a Web site
distribution list, or obtained by companies that specialize in e-mail
distribution lists.

Spam Quarantine
Notification

e Release a Message

ilronPorto spam appliances will {fmailt el e Releaseand Addto r Towson

before it even reaches your Inbox. IronPort will discard any message the Safelist

identified as fAdefiniteo spam and qual e DeleteMessagesfrom |ssSi bl eo
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Faculty and staff will have access to their own Spam Quarantine to Manually add e-Mail

review those quarantined messages andl Addressestothe to fdel

them or fAreleased them into their mai| SafelistorBlocklist ssage ha

quarantined the previous business day, faculty/staff will receive an

alert message in the morning in their Towson mailbox prompting them to check their quarantined

messages. Faculty/staff will also be abletoset-up a personal fdfisafelistdo and a perso
email addresses (of up to 100 total) from Spam Quarantine website.

This self-help document will step you through how to access your Spam Quarantine. You will learn
how to release a message, delete messages, and how to add an e-mail address to both the safelist
(messages added to the safelist will no longer become quarantined) and the blocklist (messages
added to the blocklist will automatically be deleted).

Each morning at 6:00 a.m., if you have any quarantined messages, you will receive a spam
notification in your Inbox.

1. Open Outlook.

2. Click the Inbox Folder.

3. If you have had any quarantined messages, a message will show up from Spam Quarantine
with the subject Spam Quarantine Notification (Fig 1). It is not uncommon to go days

or even weeks without receiving a quarantine notification, if you have not been sent any ‘ﬂ
Afsuspectodo spam. v

4. Double click the email message to open it up. 0

4

Figure 1

| Spam Quarantine Spam Quarantine Notification Tue 6/16/2009 6:00 AM 11 KB
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5. The Spam Quarantine Notification dialog box will open (Fig 2). Any quarantined messages
will be listed. You may release messages immediately into your Inbox by clicking on the Release
(Fig 2, 1) link for the individual message.

Note: If you know that the quarantined messages are spam, you do not have to do anything
further with the quarantine notification. Messages will be automatically deleted from the
quarantine after 8 days if no action is taken

6. Click View All Quarantined Messages (Fig 2, 2) at the bottom right of the dialog box. This will
allow you to see all quarantined messages and take further action such as adding the sender to a
safelist (messages added to the safelist will no longer become quarantined) or adding the sender
to a blocklist (messages added to the blocklist will automatically be quarantined).

Figure 2
Fram: spamguarantine-noreply @towson. edu Sent: Tue 6/16/2009 6:00 AM
To: Caravello, Cyndi K.
Cc
Subject: Spam Quaranting Notification| [::T\.

Y

Spam Quarantine Notification

The message(s) below have been quarantined as suspected spam.

There are 1 new messages in your Spam Quarantine since you received your last Spam Quarantine notification. If the
messages below are spam, you do not need to take any action. Messages will be automatically removed from the
quarantine after 8 day(s).

If any of the messages below are not spam, click the Release link to have them sent to your Inbox. To see all quarantined
messages, clg s "View All Quarantined Messages' link below.

am Subject Date

Release Jennifer Wicklzin RE: Test 15 Jun 2009
<j_wicklein@yahoo...

View All Quarantined Messages(1]

Note: This message has been sent by 3 notification only system. Please do not reply

If the above links do not work, please copy and paste the following URL into 2 Web browser:
https:/fironportmagt. towson.edu:83/Search?h=f6ccdc061b01 86790251 2e8dFcIceb0&email=ccaravel¥%
40exchange.towson.edu%2Cccaravelio%40towson.edu

7. IronPort will launch in your web browser and all quarantined messages will be listed (Fig 3).

Figure 3

Messages Items per page
Displaying 1 — 3 of 3 items.

Select Action... -

r From Subject Date «= Size

[~ | Cyndi Caravello ... test three Tue, 16 Jun 2009 15:46 EDT | 8.0K

[~ | Cyndi Caravello ... test two Tue, 16 Jun 2009 15:45 EDT | 8.0K

r Cyndi Caravello ... test one Tue, 16 Jun 2009 15:45 EDT | 8.0K

Select Action... -

Displaying 1 — 3 of 3 items. .
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Releasing a Message
When you choose to release a message, it is sent to your Inbox in Outlook.

1. Select the message/messages you wish to release by clicking in the box beside that message. A
check will appear (Fig 4, 1). )
Figure 4

Messages

Displaying 1 — 3 of 3 items.

Select Action...

| o

Q r From Subject
N | Cyndi Caravello ... test three

r Cyndi Caravello ... test two

r Cyndi Caravello ... test one

2. Click the down arrow beside Sel ect
3. Click the Submit button (Fig 5, 3).

Figure 5
Displaying 1 — 3 of 3 iteN

N\
Select Action... /4 p

A c (fFig 6,n1¢ and choose Release (Fig 5, 2).

-- Release akd Add to Safelist

-- Delete

4. The Release Messages dialog box will appear (Fig 6). Click the Release button (Fig 6, 1) to
confirm. You may also click the Cancel button (Fig 6, 2) to void the action.
Figure 6

Release Messages

Do you really want to release the selected

5. Your message will return to the Inbox in megsage(g) fram your quarantine?

Outlook and you will see an alert on the web
page confirming the message was successfully
released from quarantine (Fig 7).

Figure 7

Success — The message was successfully released from the quarantine.




\,TOWSON UNIVERSITY OUTLOOK 2007: SPAM FILTERING

Release and Add to the Safelist

When you choose to release the message and add it to the Safelist, the message will be sent to your
Inbox in Outlook and the e-mail address will automatically be added to a Safelist. This means that
any new messages from this sender will no longer become quarantined.

1. Select the message/messages you wish to release by clicking in the box beside that message. A

check will appear.

2. Click the down arrow beside Sel ect Acti oné Figure 8

and choose Release and Add to Safelist (Fig 8, 1). | =alact Actian... -
3. Click the Submit button (Fig 8, 2). Select Action... 9

The Release Messages dialog box will appear - Release

(Fig 9). Click the Release button (Fig 9, 1) to -- Releaze and Add to Safelist

confirm. You may also click the Cancel button

(Fig 9, 2) to void the action. -- Delgte

Figure 9

|
Release Messages

Do you really want to release the selected
message(s) from your quarantine and add
senders to your safelist?

5. You will be prompted to Login to IronPort.
6. Type your Towson Username: and Password: (Fig 10, 1) and click Login (Fig 10, 2).

Figure 10

N-TOWSON UNIVERSITY.

Warning — Please Log in to change yvour Safelist.

Use the Spam Quarantine interface to release or delete meszages that
have been moved into your spam quarantine. Faculty/staff can log in
with a Towson University username and password. You may also add up
to 100 e-mail addresses to your =safelist or blocklist {which will go into
effect no more than 30 minutes after being added). Contact the OTS
Help Center at 410.704.5151 or helpcenter@towson.edu with questions.

Username: | | | -1___ 4
ccarave 1—>ﬂ>
| /

Password: I""""' 1 L}

m——
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7. Repeat steps 1-4.

8. After clicking on the Submit button, you will receive a message confirming that the e-mail

address was added to the Safelist (Fig 11). )
Figure 11

Success — The message was released from the quarantine.

The cyndi.caravello@yahoo.com sender has been added to your Safelist.

Delete Messages from Quarantine

1. Select the message/messages you wish to delete by clicking in the box beside that message. A
check will appear.

Click the down arrow beside Sel ect Acand ohodse Delete (Fig 12, 1).
3. Click the Submit button (Fig 12, 2).

Figure 12

Displaying 1 — 2 of 2 items.

Select Action... -

Select Action...

Subject
-- Release \ ]
-- Release and Ag i Hello

RE: TEST

Select Action... -

Dizplaying 1 — 2 of 2 items.

4. The Delete Messages dialog box will appear (Fig 13). Click the Delete button (Fig 13, 1) to
confirm. You may also click the Cancel button (Fig 13, 2) to void the action.

Figure 13

Delete Messages

Do you really want to delete the selected
)\ messageis) from your quarantine? 4 ‘

5. You will receive a message confirming the deletion was successful (Fig 14).
Figure 14

Success — The message was successfully deleted from the quarantine.
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When you add an e-Mail address to the blocklist, any e-mails from that address will automatically

become quarantined.

1. Open your web browser (such as Internet Explorer).

2. In the address bar type http://spam.towson.edu and press ENTER on your keyboard.

Figure 1

/2 IronPort ME60 (ronportmgt.towson.edu) - Welcome - Windows Internet Explorer

"i:_\' - . @ https://ironportmgt.towson.edu:83/logintreferrer= https %3 A%2F 2 Fironpo

File Edit View Favorites Tools Help

Links §&% Cook Library L Timesheet

ol [@ IrenPort M&B0 (ironpor.. l@ Faculty / Staff Phonebook ... ] \

N-TOWSON UNIVERSITY.

Username: |

|cu:a ravel

Password: I.........|

Use the Spam Quarantine interface to release or delete messages that
have been moved into your spam quarantine. Faculty/staff can log in
with @ Towson University username and password. You may also add up
to 100 e-mail addresses to your safelist or blocklist {which will go into
effect no more than 30 minutes after being added). Contact the OTS
Help Center at 410.704.5151 or helpcenter@tows=son.edu with questions.

3. The Towson University IronPort Login screen will appear (Fig 1).

Type your Towson Username: (Fig 1, 1) and Password: (Fig 1, 2) and click the Login button.

5. Click the Options command (Fig 2, 1) in the upper right hand corner of the screen. A drop down
menu will appear. Click either Safelist or Blocklist (Fig 2, 2).

Figure 2

Hvanced Search

Welcome: CCaravello@t

Safelist

Blocklist

Languages

Deutsch [de-de]

Englizh/United States [en-us]

Espariol [e=]

Francais/France [fr-fr]

HER [ja]

el [ko]
[pt-br]

Portugués/Brasil

vﬂ)



http://spam.towson.edu
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6. Click the box under SafeList or Blocklist (Fig 3, 1) and type the e-Mail address.

7. Click the Add to List (Fig 3, 2) button.

Figure 3

0 items in lisy

~{lohn.test@yahoo.com

1 items in list b

cyndi.caravello@yahoo.com

8. A message will appear confirming the successful addition to the safelist or the blocklist (Fig 4)

Figure 4
Success — The sender bill.test@gmail.com has been added to the safelist.
Success — The sender john.test@yahoo.com has been added to the blocklist.
Figure 5
9. Click the Options (Fig 5, 1) command in the upper right hand
corner of the screen.
) . Safelist
10. Click Log Out (Fig 5, 2) from the drop down menu. Blocklist
11. A message will appear confirming you have successfully logged
out (Fig 6). Languages
Deutsch [de-de]
Figure 6 English/United States [en-us]
Esparfiol [es]
Success — You have been logged out. ENTEE TEITE [fr-fr]
B#EE [1a]
Eh=( [kal
Portugués/Brasil [pt-br]
DYCCKHMHA A3bIK [rul
i [zh-cn]
EEERE [zh-tw]




