An Introduction to Using MailMarshal
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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.

1. 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.

MailMarshal Message Digest

mailmarshal@hccanet.org
To: leah@hccanet.org

Spam - Suspect Folder Summary Digest
for leahE@hccanet.org ‘Wednesday, December 03, 2004

The emails listed below have been placed by MailMarshal inyour Spam - Suspect
Faolder. They will be deleted after 7 days.

Manane your Spam - Suspect Folder.

requesti@imagesforeducation comBiology _Art_History_Math_nages-Dec_8 a7

Thousands of standards aligned images are waiting for your students and teachers.
Moy that your school is wired for the internet give vour students and teachers a
destination that keeps them productiv

Eelease Message k
2004-12-
“YossHonda@@ilm reyrey .com Happy Honds Days From Yoss Honda a7
13:28:33

Happy Honda Day's From Yoss Honda "Get Something on vour Wish List this Year"
Year End Clearance Going On Mowe, Cutstanding Savings On &1 04 & 05 Honda's
There are a lot of Mew Car Gifts to he had
Release Message

2004-12-

listservel@ranscender com Free TransTrainer video with Cert purchase a7 I
14:56:14

[tran=trainemail_120204] <kt feenee transcender cominfo asp?

id=emLSHY1211048ref=home= Leah, make sure you get the edge you need to pass

wour cerification exams. By using TranscenderCent practice

Palaaca Maccana LI

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.

Welcome to MallMarshal Spam Quarantine Management

Log In

Your Email Address: Log in to Spam Quarantine Management by

Il entering your email address and password at
left.

Your Password:

I If this is your first time using this site you
must register by clicking the "Register"

I Sign me in automstically. pREbe k

) ) If you have forgotten yvour password, you
First time user? can get a new one by clicking the "Request
If s0, you must register to use this site. new passward" buttan,

Register |

Forgot your password? Version: £.0,3.8

Request new password |




Ill. 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.

Requesting New Passworc

@ Home

Please enter vour ermail address, MailMarshal will email you a
password for logging into this system.

rour Email Address

Request Password k

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.

Requesting New Password

@ Home

MailMarshal has emailed vou your new password, Flease
check yvour in-box and log in using vour email address and
this passward.

Return To Log In Page I

R

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.

MailMarshal Quarantine Management System: New Password Request

mailmarshal@hccanst org
To: leah@hccanet.org

This is an automated message from MailMarshal,

Y ou have sucessfully registered with the Mailtarshal Quarantine Management System.
Use your login and passwaord below to access the Mailbarshal Cluarantine Management web site
to manage your email.

Your login name is: leah@hccanet.org
Your new password is: 9yckB6



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.

Welcome to MaillMarshal Spam Quarantine Management

Log In
Your Email Address: Log irj to Spam Qu_arantine Management by
IIeah@hccanet.org ;:;r:czermg your email address and password at

Your Password:

I"""| If this is your first time using this site you

must register by clicking the "Register"

button,
[ Sign me in automatically. m

If you have forgotten your password, you

First time user? can get a new one by clicking the "Request
If so, you must register to use this site. new password" button,
Register |
Forgot your password? version: £.0.3.8

Reguest new password |

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

Welcome to MaillMarshal Spam Quarantine Management

]a Home

Review blocked email
Allows you to examine email that has been

Welcome leah@hccanet.org classified as spam by MailMarshal.

Edit list of safe senders
Allows you to specify trusted senders that
should never be classified as spam senders.

This is your personal spam management menu
page. From here you can review and manage
spam that has been blocked for you by

Mailtarshal, Edit list of blocked senders
37 Allows you to specify that email from certain
You can personalize your sparm filkering with addresses is always categorized as spam.
the spam management options listed in the o Add alternate email addresses
menu to the right. k';'] Allows you to edit the list of email addresses
that belong to you.
For help ar mare information on these options == Let another user review my blocked email

please use the help link provided on any page. "]  Other users can be given access to review and
unblock your blocked email.

Change my Spam Quarantine Management
@ password
Allows wou change the password that you use to
log on to this web application,

Wersion: £.0.3.8

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.



Welcome to MaillMarshal spam Quarantine Management

welcome leah@hccanet org

This is your personal spam management menu
page. From here you can review and manage
spam that has been blocked for you by
MailMarshal,

You can personalize your spam filtering with

]a Home
L Review blocked email
::‘_-S_J Allows you to examine email that has been

classified as spam by MailMarshal,

Edit list of safe senders

Allows you to specify trusted senders that
should never be classified as spam senders.
Edit list of blocked senders

Allows you to specify that email from certain
addresses is always categorized as spam.

— Add alternate email addresses
Allows you to edit the list of email addresses
that belong to you,
For help or more information on these options 3 Let another user review my blocked email
please use the help link provided on any page. Other users can be given access to review and
unblock your blocked email,
Change my Spam Quarantine Management
@ password
Allows you change the password that you use to
log on to this web application.

the spam management options listed in the
rmenu to the right.

Wersion: £.0.3.8

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.

Change My Spam Quarantine Management Password

@ Home

To change your MailMarshal Spam Self-Manager password, please
provide the following information and then click Change Password,

Old passward: I.....u k

Mew password: I-.......

Confirm new password: I.....I..

Change Password

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

]
Change My Spam arantine Management Password

@ Home

To change your MailMarshal Spam Self-Manager password, please
provide the following information and then click Change Password,

Qld password: ||

Mew passward: I

Confirm new password: I k

Change Password

Password was successfully 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.

MailMarshal Message Digest

mailmarshal@hccanet org
To: leah@hceanet.org

|»

Spam - Suspect Folder Summary Digest
far leahi@hccanst org Wiednesday, December 08, 2004

The emails listed below have been placed by Mailarshal inyour Spam - Suspect
Falder. They will he deleted after ¥ days.

Manage your Sparm - Suspect Falder.

Jate

4-12-
request@imagesforeducation. comBiclogy _Ar_History _Math_Images-Dec_f

Thowzands of standards aligned images are waiting for your students and teachers.
Moy that wour 2chool is wired for the internet give your students and teachers a
destination that keeps them productiv

Release Message

2004-12-
“ossHondaE@ilm reyrey .com Happy Honda Days From Yoss Hondda o7
13:28:33
Happy Honda Day's From Yoss Honda "Get Something on Your Wizh List this Year"
Year End Clearance Going On Mowy . Dutstanding Savings On AI04 & 05 Honda's
There are & lot of kew Car Gifts to be had
Eelease Message

2004-12-
listzerver@tranzcender .com Free TransTrainer video with Cert purchasze oy
14:56:14

[tranztrainemail_120204] =hitp: itaenew transcender cominfo.asp?

id=emLSHY1 21104 &ref=home:= Leak, make sure you get the edge you need to paszs

your cerification exams. By using TranscenderCert practice ;I
Falaaca Macsana

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.

Welcome to MallMarshal Spam Quarantine Management

Log In
Your Email Address: Log in to Spam Qu_arantine Management by
Ileah@hccanet org ﬁ;}ierlng wour email address and passward at

Your Password:

|"““| If Rigi= is your first time using this site you

must reqister by clicking the "Register”

button,
I sign me in automaticaly.

If you have forgotten your password, you

First time user? can get a new ane by clicking the "Request
If so0, you must register to use this site. new password" button.
Register |
Forgot your password? Version 6.0.3.8

Reguest new password |

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.



Release Message

R

The message has been released. ok

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.

Welcome to MallMarshal Spam Quarantine Management

@ Home

4| Review blocked email

:-_t“\‘_] allows you to examine email that has been

classified as spam by MailMarshal,

Edit list of safe senders

allows you to specify trusted senders that

should never be classified as spam senders.

Edit list of blocked senders

Allows you to specify that email from certain l
addresses is always categorized as spam.

Welcome leah@hccanet.org

This is your personal spam management menu
page. From here you can review and manage
spam that has been blocked for you by
MailMarshal.

You can personalize your sparm filtering with
the spam management options listed in the
menu to the right,

Add alternate email addresses
Allows you to edit the list of email addresses
that belong to you,

Far help or more infarmation on these options

. | Let another user review my blocked email
please use the help link provided on any page.

Other users can be given access to review and
unblock your blocked email.

&
Change my Spam Quarantine Management
@ password
allows you change the password that you use to
log on to this web application.

Wersion: 6.0.3.8



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.

Add Alternate Emaill Addresses

@HDI’I’IB

Add any other emnail addresses that belong to vou,

Email address (bob@domain.com)

Add

leahi@hcoanet arg
leahi@mail hooanet .org

Remave |

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

Microsoft Internet Explorer x|

? ) EBefore adding this address, MailMarshal will send an email to this new address For confirmation,

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

MailMarshal Quarantine Management Request
mailmarshali@hccanet.org

To: Lesh Souders

This is a message from the MailMarshal Quarantine Management Systerm.

Mailbarshal has received a request that leah@mail hocanet. org be added to the list of email

addresses managed by leah@hccanet.arg through the MailMarshal Quarantine Management web
site.

To confirm this request, please click here
If you did n&make this reguest do not click on the link.

If you are unsure about this message, please contact kelleyiE@hooanet. org.



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.

confirm Action

@ Home

This page allows you to confirm that you want to add an alternate email address for
the MailMarshal Sparm Quarantine Management Web site.

Adding an alternate email address means that you can log on using a single
address or Windows credential and see all messages quarantined for all addresses
associated with that logon.

“ou should not authorize this request if you are not expecting it. k

add 'leah@mail.hccanet.org’ to the list of alternate emnail addresses for
'leah@hcoanet.org's

Do you want to authorize this request? Autharize | Cancal

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

Confirm Action

‘leah@rmail.hccanet.org' has been added to the list of alternste email addresses for
'leah@hccanet.org’

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

Welcome to MallMarshal Spam Quarantine Management

@ Home I

= Review blocked email
:-t“'!J Allows you to examine email that has been

Welzome leah@hccanst.org classified as spam by MailMarshal.

Edit list of safe senders

allows you to specify trusted senders that

should never be classified as spam senders.

Edit list of blocked senders

Allows you to specify that email from certain .
addresses is always categoarized as spam.

Add alternate email addresses

Allows you to edit the list of email addresses

that belong to you.

Let another user review my blocked email
W] Other users can be given access to review and
unblock your blocked email.

Change my Spam Quarantine Management
password

Allows you change the password that you use to
log on to this web application.

This is your personal spam management menu
page. From here you can review and manage
spam that has been blocked for you by
Mailtarshal.

You can personalize your spam filkering with
the spam management options listed in the
menu ta the right.

Far help or more information on these options
please use the help link provided on any page.

Wersion: 8.0.3.8



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.

VIIl. 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.

Welcome to MaillMarshal Spam Quarantine Management

@ Home

P Review blocked email
E:“'S_J allows you to examing email that has been

jieicomellesh@ieceton classified as spam by Mailtarshal.

Edit list of safe senders

allows you to specify trusted senders that

should never be classified as spam senders.

Edit list of blocked senders

allows you to specify that email from certain I
addresses is always categorized as spam.

This is your personal spam management menu
page. From here you can review and manage
spam that has been blocked for you by
failtarshal.

You can personalize your spam filtering with
the spam management options listed in the
menu to the right.

Add alternate email addresses

Allows you to edit the list of email addresses
that belong to you.

For help or more information on these options

Let another user review my blocked email
please use the help link provided on any page.

Other users can be given access to review and
unblock your blocked email.

@ change my Spam Quarantine Management

password
Allows you change the password that you use to
log on to this web application.

Yersion: £.0,2.8

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

Edit List of Safe Senders leahi@hccanet.org

@Home

Specify email addresses that shaould never be blocked for
lesh@hccanet.org, . .
Email address or domain {bob@domain.com or *@netig.com)

Add

R

Edit | Remaove |

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

Microsoft Internet Explorer N 5[

\ ? ) Add this address to the Safe Senders list for lesh@hccanet. org? (Message will be unblocked as well. )

cwes_|




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..

Welcome to MallMarshal Spam Quarantine Management

@ Home
= Review blocked email
Et“"_] allows you to examing email that has been

Welcome leah@hccanet.org classified as spam by MailMarshal.

Edit list of safe senders
Allows you to specify trusted senders that
should never be classified as spam senders.
Edit list of blocked senders
> Allows you to specify that email from certain
Y¥ou can personalize your sparmn filtering with addresses is always categorized as sparm.
the spam management options listed in the Add alternate email addresses
menu to the right. allows you to edit the list of email addresses
that belong to you.
For help or mare information on these options 7 Let another user review my blocked email
please use the help link provided on any page. % | Other users can be given access to review and
unblock your blocked email.
Change my Spam Quarantine Management
@ password
Allows you change the password that you use to
log on to this web application.

This is your personal spar managerment manu
page. From here you can review and manage
spam that has been blocked for you by
Mailtdarshal.

Wergion: 6.0.3.2

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.’

Edit List of Blocked Senders leah@hccanet.org

@ Home

Specify email addresses that should always be blocked for
leah@hccanet.org., .
Email address or domain {bob@example.com or *@netig.com)

Add

inforE@cartondonofrio.com

Edit Rermove
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