PRODUCTIVITY

Adding of Valid eMail addresses and domainsto the
Safe Senders List

Microsoft Owutlook has a good built-in mail filter but
somefimes valid messages land to the Junk E-mail folder. We
can correct this with just a few steps.

Click here to learn how to add valid eMail addresses and
domains to the Safe Senders List.

Prepared by Information Security and IT Governancs Division of ICT.
Productivl. T.y showcases tips &tricks onvarious
office and branchapplications.
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Adding of Valid eMail addresses and domains to the Safe Senders List

Adding e-mail addresses and whole domains to the Safe Senders list in Microsoft Outlook 2007:

1.

2. Under Preferences, select Junk E-mail from the E-mail category.

First, select Options from Tools on the taskbar.

Options

E-mnail

™,
S

Calendar
114 ;
Tasks
,'i\,

i

8-

Search

P

Mobile

Preferences | Mail Setup | Mail Format | Speliing || Other

Contacts and Motes

Change the appearance of messages and the way they are handled.

Junk E-mail. .. ] [ E-mail Options. .. ]

Customize the appearance of the Calendar.

[¥] Default reminder: 15 minutes b [ Calendar Options. .. ]

Change the appearance of tasks,

Reminder time: 5:00 AM b [ Task Options, ., ]

Change default settings for conkacts, journal, and notes.,

[Cantact Options. .. ] ’ Journal Options., .. ] [ Mote Options... ]

Change the settings for indexing and search.

[ Search Options. .. ]

Change the settings For mobile notification and messaging.

’ Motifications. .. ][ Mobile Options. .. ]

l Ok, H Cancel ]
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3. Under the Safe Senders tab of the Junk E-mail Options, select Add.

Junk E-mail Options

Options | Safe Senders |SaFe Recipients | Blocked Senders || Inkernational

ﬁ E-mail From addresses or domain names on wour Safe Senders List will
—] never be treated as junk e-mail.

fdd...

[ Import From File. .. ]

[ Export to File, ., ]

Also brust e-mail From my Conkacts
[] Automatically add people I e-mail to the Safe Senders Lisk

[ )4 ][ Cancel ]

4. To add an e-mail address to the Safe Senders list, type in the e-mail address in the text box and select OK.
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Add address or domain 7l =

' Enter an e-mail address or Internet domain name to be added
to the list.

amaguizon Spjlhuiler . com

Examples: someone 2example.com or Sexample.com

ook | [ conce |

!

To add a domain to the Safe Senders list, type @ and then the domain (as shown below) in the text box and select OK.

Add address or dumnm_'L M

Enter an e-mad address or Internet domain name to be added
to the list.

@yahoo,com|

Examples: someone @example. com or @example, com

s | e |

E

E-mail address/es and domains you have added on the Safe Senders list should already reflect. Then click Apply and it would be all set.
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| Options | Safe Senders | safie Recipients | Blocked Senders | Intemational |

ﬂa‘ E-mail from addresses or domain names on your Safe Senders List will
never be treated as junk e-mai,

[¥] Alsa trust e-mail from my Contacts
[] Automatically add people T e-mail to the Safe Senders List

IAdd the sender of an email in the junk folder to the Safe Senders list:

1. Select the Junk E-mail folder.
L] INDOX
[ Junk E-mail (1}
= =Ty
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2. Right-click the desired e-mail.

3. Under the Junk E-mail drop down menu, select Add to Safe Senders list.

4% [ 0 From Subject Receved size Categories ¥
=l Date: Yesterday
i PAA-403-AD060.. unable to receive email ; Wed 72372014 1:19 PM 9 KB -
Open
s Print
& FReply
4 Replytoall
g Forward
Follow Up 3
Categonze 3
Ed  Mark as Read
Find Al 3
o Create Rule...
Junk E-mail * | By Add Senderto Blocked Senders List
b Delete . Add Sender to Safe Senders List
A Move to Folder... Add Sender's Domain (@example.com) to Safe Senders List
4] Message Options... ' Add Recipient to Safe Recipients List
7 SendtoOneMote | L) MarkasNotlunk..
@ Junk E-mail Options...

Note: You may also open the email first then simply click on the icon Safe Lists then click either Add Sender to Safe Senders List or Add the
domain.
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inable to receive email = Me

Message
N ~ 1% 1 % . B | V Find E
RPN S D P e Bl W R fn)
Reply Reply Forward —Delete Moveto Create Other Block I Add Sender to Sale Senders List to
i ESAEIEY 1 PG [ Ace = S!"d"f Add Sender's Domain (§example.comj to 5afe Senders List als
Respond Actians Huny ate

=] Add Becipient to Safe Recipients List

Links and other functionality have been dizabled in this message. To rtslt
This message was converted to plain tent

From: RAA-303-A060B55 CLH MAYA [50865Bcebuanathuliier net]
To: ICT Support Desk
Ce: @ Branch Support Desk
Subject unable to receive email
Goed afleencon SirMadam,

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of Productivl.T.y in MyLink.
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