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document or any other technical support issues please contact support@lek.net or call 330.762.2040
during regular business hours.
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e Click on your Inbox in the main Outlook window.
e Go to the Tools menu and click "Rules and Alerts..."

e Under the E-Mail Rules tab select "New Rule..." This will open the

"Rules Wizard.
e On the Rules Wizard window click "Start from a blank rule"
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e Click to highlight "Check messages when they arrive" and click Next.
e Under the text box labeled "Step 1: ..." check the box next to the "with
specific words in the message header" option.

e Under the text box labeled "Step 2: ..." click the underlined words
"specific words".

Rules Wizard

Which condition(s) do you want to check?
Step 1: Select conditionis)

[ | marked as sensitivicy -
[ ] Flagged far ackion
[ ] where my name is in the Co box
[] where my name is in the To o Cc box
[] where my name is not in the Ta box
[ sent to people or distribution list
[ ] with specific words in the body
[ ] with specific words in the subject or body

specific words in the message header
imith specific words in the recipient's address
[ ] with specific words in the sender's address
[ ] assigred to cateqory cakegory
[ ] which is an Cut of COffice message ;I

Step 2: Edit the rule description (click an underlined value)

Apply Ehis rule after the message arrives
with specific words in the message header

Zancel < Back I Mexk = I Finish
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Step 3:
e Type X-Spam-Flag (this is case sensitive and must be typed exactly
as it appears in this document) in the "Search Text" window and click
Add. Then click OK.
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Step 4:

e You should now be back at the Rules Wizard window. Check the box
next to "move it to the specified folder" in the text boxed labeled "Step
1:..."

e Under the text box labeled "Step 2: ..." click the word specified and
select the folder where you would like the spam delivered. Click OK
on the folder selection window and click Finish on the Rules Wizard
window.

e Any new messages received that are marked as spam should be
delivered to the folder specified above.
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YWhat do wou want ko do with the messager
Step 1: Select acktion(s)

move it ko the specified Folder “
[ ] assign it ko the cakegory category

[ ] delete it

[ permanently delete it

[ ] move a copy ko the specified Faolder

[ ] Forward it ko people or diskribukion list

[ ] Forward it to people or distribution list a5 an attachrment

[ reply using a specific kermplake L.
[ ] Flag message For action in a number of days

[] Flag message with a colored fag

[ clear the Message Flag

[ mark it as imporkance

[ print it hd

Step 2: Edit the rule description (click an underlined value)

Apply Ehis rule after the message arrives
with ¥-Spam-Flag in the message header

Cancel < Back I Mexk = I Fimish




