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MEMO Anti-Spam 
Quick Reference Guide

In order to reduce the amount of spam received by employees, the District has incorporated anti‑spam software into the MEMO system.  Using a subscription service, incoming email messages will be checked against a database of known spammers.  If a match is found, then the email message is blocked from your Outlook inbox (or Webmail).  However, you have the flexibility of checking “quarantined” email and releasing it if you wish.  The following instructions describe your choices.

Quarantine Release Notification

Email defined as “spam” by the software will be moved to a special “quarantine” area.  You’ll be notified that there is email in quarantine via a special email generated by District each evening at 9:00 pm (sometimes two emails).  See the following sample email message in Outlook:
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Releasing a Message

STEP 1:
Open the email message.  See the following sample on releasing an email:
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Memo User,

One or more email messages sent to your Mermo account have been labeled as spam and were therefore blocked. This email notification lists emails
blocked since any previous Quarantine Release Notification you may have recefved

Click 3 Message 1D below to release an email from quarantine; the email message with that 1D will then be sent to your Memo account,

A list of messages blacked to your Memo account over the past two weeks can be found in your personal quarantine area. This list will not contain
messages which you have previously released

Click on the first hyperlink on this page [or copy and paste the link in a browser] to view the list of your currently quarantined messages.
P, if an email has multiple recipients, when you release the email, it is released for you only and ot for the other recipients

I1f you have any questions, please contact your site helpdesk and they can open a helpdesk ticket with the Memo team if necessary.
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STEP 2:
To release the message to Outlook, click the Message ID link.  A browser window appears, confirming the release.  The message is removed from quarantine.
· To release AND permanently unblock future messages from this sender, follow the instructions for “white-listing” an email address instead.

STEP 3:
Close the browser window and check your MEMO inbox in Outlook.  Typically, the released message appears within a few minutes (depending on system activity).
“White-Listing” an Email Address
You can permanently unblock a particular email address for your MEMO account only.  This is called “white-listing” (the opposite of “black-listing”).
STEP 1:
Open the notification message (as described above).
STEP 2:
Click the long hyperlink (in blue) in the message window.  A web browser window appears, such as in the following example:
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STEP 3:
Check the box in the White List column for the email address you wish to unblock.
· You can check the Release box at the same time.  You can also unblock multiple addresses at the same time.

STEP 4:
Click the Submit button.  Another web page appears, confirming your selection (as in the following example):
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The operation you requested has been completed successully.
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Deleting a Quarantined Message 

STEP 1:
Open  the notification message (as described above).

STEP 2:
Click the long hyperlink (in blue) in the message window.  A web browser window appears.
STEP 3:
Check the box in the Delete column for the email you wish to remove.

STEP 4:
Click the Submit button.  Another web page appears, confirming your selection.

· Messages are held in quarantine for only 14 days, so you can let the software delete them, if you wish.  But after 14 days, no restoration is possible!
CREDITS: Some screen captures included in this guide were excerpted from District documentation.

Click this link ONLY if you want to release this message into Outlook.





This email was sent to many people; releasing it will send the email to you only.
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