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Mark as junk and create rule 

When users suspect an email is malicious, they can enhance the security of their 

personal mailbox by setting up rules to block senders or recipients. 

 

Please refrain from opening suspicious emails or accessing unknown attachments, 

as inadvertent actions may lead to computer viruses, account hijacking, or even the 

dissemination of phishing emails or viruses to colleagues, students, or faculty. 

 

Mark as junk： 

To Mark as junk mail, right-click on the email and select【Mark as Junk】 

or click【Junk】 from the menu above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Create rule： 

1. Right-click on the mail , select【Create rule】. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Fill in the【Name】, adding【conditions】and【action】, then click【OK】. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Tips： 

Click on the settings icon, click 【Options】. 

 

1. Click on【Mail】to expand →【Accounts】→【Block or allow】,  

    then you can check blocked senders. 

 

 

 

 

 

 



 

2. Click on【Mail】to expand →【Automatic processing】→【inbox and sweep rules】 

  , then you can check the rules. 


