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I.  What is MailMarshal? 
MailMarshal is software that is used to filter unwanted SPAM messages from your email.  Users have the ability to release messages to the inbox if 
they have been mistakenly tagged as SPAM. Users can also individually “whitelist” or “blacklist” email addresses.  

II. How to Access Your MailMarshal Account 
When MailMarshal quarantines a SPAM message addressed to your email account, you receive an email message with the subject line of 
“MailMarshal Message Digest.”  If you wish to log into your MailMarshal account, click on the “Manage your Spam – Suspect Folder” link.  This 
link is located near the top of the email message.    
 

 
 
After clicking the link, a new window will appear. If you are a first time user, click the register button. You must use the same email address shown 
in the MailMarshal message to register. If you are a returning user, login by entering your email address and password. 



III. How to Register your MailMarshal Account 
If you have never logged into your MailMarshal account, you must first register.  In order to register your account, click the ‘Register’ button. Enter 
your email address (the same address that was displayed on the original MailMarshal message) and click the ‘Request Password’ button.  
 

 
 
After you click ‘Request Password,’ another screen will display.  This screen tells you that MailMarshal has received your request for a password.  
Within 2-5 minutes, MailMarshal will send a login password to your email address. 
 

 
 
The diagram below contains a sample of the email containing your username and password.  The message will have a subject line of “MailMarshal 
Quarantine Management System: New Password Request.”  Open the message and you’ll find your new username and password for MailMarshal. 
 

 
 



Once you have received your password, you can click on the “Manage your SPAM – suspect folder” and log into. After you have clicked on the link 
and entered your username and password, click the ‘Log In’ button. 
 

 
 
If you successfully logged in to MailMarshal, you will have access to the MailMarshal SPAM Quarantine Management.   
 

 

IV.  Change SPAM Quarantine Password 
In order to change your MailMarshal password, log into your MailMarshal account. Click on the “Change My Spam Quarantine Management 
Password” link.   
 



 
 
After clicking on the link, you will be prompted for your current password and a new password.  The easiest way to enter this information is to 
highlight the password in the email you received, copy it, and paste it into the “old password” text field.  Then click the ‘Change Password’ button. 
 

 
 
After you click the ‘Change Password’ button, a new screen displays and notifies you that your password has been changed. 
 

 



V. Releasing Messages from MailMarshal 
If you want to release any messages stored in quarantine, click on the “Release Message” link below the message you are trying to release. This 
action releases the message from quarantine and sends it on to your inbox. If you do not want to release a message, you can leave it in quarantine. All 
messages are automatically deleted at 7 days.  If you choose to release a message, it will be delivered immediately to your inbox unless you add it to 
your blocked senders list. 
 

 
 
After you have clicked the “Release Message” link, you will be prompted to log in to MailMarshal using your username and password.  After you 
have entered your username and password, select the ‘Log In’ button. 
 

 
 
After you have successfully logged in, another window will appear letting you know the message has been released.  Click the ‘ok’ button.  Within a 
couple of minutes, the message you released will appear in your inbox. 
 



 
 

VI. Add Alternate Email Addresses 
You may receive mail in multiple accounts. For example, you may have aliases or forwarders setup such as jane@hccanet.org and 
jane@schoolname.org.  In order to add additional email addresses to your MailMarshal account, log into MailMarshal and click on the “Add 
alternate email addresses” link. 
 

 
 



Type in the alternate email address and click the ‘Add’ button. If there is an alternate email listed in the text box that you wish to remove, you can 
click on it and click the ‘Remove’ button. 
 

 
 
You will get an email confirmation before this address is added.  Click ‘OK.’ 
 

 
 
A confirmation email will arrive shortly. Click the link “To confirm this request, please click here”. 
 

 
 



After clicking the link, you will be redirected to a page where you click the ‘Authorize’ button in order to add the email address to MailMarshal. 
 

 
 
You will receive a confirmation that the alternate email address was added. 
 

 

VII.  Review Blocked Email 
In order to view your blocked email, log in to the MailMarshal interface and click on the “Review blocked email” link. 
 

 



 
After you have clicked on the link, you can then check the messages that you wish to delete, add to safe senders, or unblock, and click on the 
corresponding button. 

VIII.  Edit List of Safe Senders 
To edit your list of safe senders, log in to the MailMarshal interface and click on the “Edit list of Safe Senders” link. 
 

 

Enter the email address of the sender you wish to never block and click the ‘Add’ button.   

 

A pop-up window will appear, confirming that you want to add that email address to your safe sender list.  Click ‘OK.’ 

 

 



IX.  Edit List of Blocked Senders 
In order to edit your list of blocked senders, you need to log in to the MailMarshal interface and click on the “Edit list of Blocked Senders” link.. 
 

 
 
Enter the email address of the sender you do not want to receive emails from and click the ‘Add’ button.  If you wish to block all users from a certain 
domain, you can use the asterisk (*) as a wildcard (i.e. *@yahoo.com).  After you have clicked ‘Add,’ a pop-up window will appear confirming that 
the change.  Click ‘OK.’ 
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