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Introduction  
Spam is unsolicited junk e-mail. Spam is sent in bulk, usually to a list 

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. 

ñIronPortò spam appliances will filter spam from your Towson e-mail 

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

identified as ñdefiniteò spam and quarantine any ñpossibleò spam.  

 

Faculty and staff will have access to their own Spam Quarantine to 

review those quarantined messages and choose whether to ñdeleteò 

them or ñreleaseò them into their mailbox. When a message has been 

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 able to set-up a personal ñsafelistò and a personal ñblocklistò of 

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). 

 

Spam Quarantine Notification  
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 

ñsuspectò spam. 

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

 

 

 

 

Introduction 

Spam Quarantine  

Notification 

 Release a Message 

 Release and Add to 

the Safelist 

 Delete Messages from 

Quarantine 

Manually add e-Mail  

Addresses to the 

Safelist or Blocklist 

Process Summary 

Figure 1  



2  

 OUTLOOK 2007: SPAM FILTERING 

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). 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click the down arrow beside Select Actioné (Fig 5, 1) and choose Release (Fig 5, 2). 

3. Click the Submit button (Fig 5, 3). 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

5. Your message will return to the Inbox in 

Outlook and you will see an alert on the web 

page confirming the message was successfully 

released from quarantine (Fig 7). 
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Figure 9  
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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 Select Actioné  

and choose Release and Add to Safelist (Fig 8, 1). 

3. Click the Submit button (Fig 8, 2). 

4. The Release Messages dialog box will appear 

(Fig 9). Click the Release button (Fig 9, 1) to 

confirm. You may also click the Cancel button  

(Fig 9, 2) to void the action. 

 

 

 

 

 

 

 

 

 

 

 

 

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). 
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Figure 13  
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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). 

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.  

2. Click the down arrow beside Select Actioné and choose Delete (Fig 12, 1). 

3. Click the Submit button (Fig 12, 2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

5. You will receive a message confirming the deletion was successful (Fig 14).  
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Manually add e -Mail Addresses to the Safelist or Blocklist  
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. 

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

4. 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). 
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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. 

 

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

 

 

 

 

 

 

 

 

 

 

9. Click the Options (Fig 5, 1) command in the upper right hand 

corner of the screen. 

10. Click Log Out (Fig 5, 2) from the drop down menu. 

11. A message will appear confirming you have successfully logged 

out (Fig 6). 
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