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1. Configure Safe Senders list 

Step 1. Click the Junk drop down box under the Home tab and then choose Junk Email 

Options. 
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Step 2. On the Junk Email Options window, navigate to the Safe Sender tab and click on 

the Add button 
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Step 3. In the Add address or domain window, enter the name or address you want 

added, and then click OK. 

 Can be a specific email address, such as someone@ucdenver.edu 

 Can be an Internet domain, such as @example.com, or example.com 

 

Step 4. Repeat steps 2 and 3 for each name or address you want to add. 

 

2. Configure Blocked Senders list 

Step 1. Click the Junk drop down box under the Home tab and then choose Junk Email 

Options. 
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Step 2. On the Junk Email Options window, navigate to the Blocked Senders tab and 

click on the Add button 
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Step 3. In the Add address or domain window, enter the name or address you want 

added, and then click OK. 
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3. Turn off Automatic filtering 

Step 1. Login at http://myemail.ucdenver.edu. 
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Step 2. Click the gear icon in the top-right corner of the browser window and select 

Options from the menu. 
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Step 3. Under Accounts select the Block or allow option. 

 

Step 4. Choose the option Don’t move email to my Junk Email folder and then click the 

Save button. 

 

Related Documents or URL’s 

http://office.microsoft.com/en-us/outlook-help/add-names-to-the-junk-email-filter-

lists-HA010355043.aspx  
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