Managing your Inbox in Outlook/How To Control Spam

It is possible with our new email system that you are not receiving all email being sent to you. This is because
we are required to use a spam filer called Total Traffic Control (TTC). Whenever you are sent an email that
TTC has filtered away from your Inbox you will receive an email from “Mail Summary” titled “Mail Sum-
mary for your email address”. This is what the email looks like:
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Locate the line “To view CURRENT messages held
=1 — as spam click here” and click the link. You will then
see this screen (below) which lists all mail received as
spam.
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Review the From column to see if there are O
any senders that should not be considered
spam and then click the NOT SPAM button.

You will then receive this message on your screen:

©) Lightspeed Systems - Mozilla Firefox

[ L_] http:fflightspeed.slocoe.org/Spam/ModalFrame. aspx?Page=ForwardAndall 7 | ko4 From that point forward all messages from that
sender will appear in your Inbox.

Spam Summary Confirmation

The message has been forwarded to: pstroh@coastusd.org
and the sender has been added to your Allow List.

Done

Returning to the original TTC email (above) you will notice other options:

Spam Messages Received: Click on the Deliver Once link to have a message delivered to your mail-
box. Click on the Always Allow link to have a message delivered to your mailbox and allow future
email messages from the sender to no longer be categorized as spam.

Good Messages Received. Click on the Always Block link to divert messages from this sender away
from your Inbox.

PLEASE NOTE: The TTC messages sometimes get handled as Junk Mail by Outlook. Please check your
junk mail folder for these messages, and add the sender to your safe senders list.
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