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Creating a Whitelist for USC.EDU Domain

Often times, spam filters will misclassify a good email as spam. If the spam filter allows you to
tweak the settings, the more aggressive the settings; the more good emails will be misclassified.
Less aggressive settings will mean more spam gets through to your inbox. You also may not
have control over the spam settings. All spam filters, however, allow you to set up a whitelist. A
whitelist is a list of email addresses or an entire email domain that you specify as not spam. An
email domain is anything after the “@” sign. For example: engrhelp@usc.edu would be the
email address. The domain is “usc.edu.”

The following is a list of some commonly used email clients and how to create a whitelist for the
USC.EDU domain on each. If you would like to see your email client included on this list, please
send a request to engrhelp@usc.edu.

GMAIL

1) On the top right, click on the Settings icon.
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2) In the pull-down menu, click on “Settings.”
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Display Density:

v Comfortable (on larger displays)
Cozy (on larger displays)
Compact

Settings -l
Themes
Report a bug
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3) Please select “Filters” tab on the Settings section.
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Gmail - Settings -

General Labels Inbox Accounts and Import  Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes
I annnana: Fmail dienlau lananana | coclich niee + | @how all lananans anticne

4) On the Filters tab, select “Create a new filter.”

Settings o 24

General Labels Inbox Accounts and Import Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes

The following filters are applied to all incoming mail:

Matches: ﬁom:(“‘ﬁ F 0w i e i edit  delete

Do this: Apply label & w

Matches: from:(n = "
Do this: Apply labe edit delete
Matches: sy s ,
Do this: A~ (| | ] edit delete

Create a new filter

5) In the filter window, type in usc.edu in the From category. Next click on “Create filter with
this search.”

Filter x
From

—————

Subject
Has the words
Doesn't have

[CJ Has attachment

“ Create filter with this search »
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6) Now select “Never send it to Spam.”

from:(usc.edu)

« back to search options X

When a message arrives that matches this search:

|| Always mark it as important

|| Mever mark it as important

[_| Also apply filter to 25 matching conversations.

Learn more
MNote: filter will not be applied to old conversations in Spam or Trash

7) Your whitelist is now complete. You should now see your new filter.

Settings Q-

General Labels Inbox Accounts and Import Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes

The following filters are applied to all incoming mail:

Matches: [nmniinibeninssll o miin memes | o

Do this: A - edit delete
&?tt(;]?sesk; e edit delete
rgjttch?ﬂ:ﬁ — / edit delete
?‘h?tti?::s@er?:s[:x .ifctI: >S pam edit  delete

Create a new filter
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Mac Mail

1) Open Mail. On the top left, go to “Mail” and then click “Preferences.”

Preferences..:
Provide Mail Feedback...

Services 2
Hide Mail ¥H
Hide Others “C¥EH
Show All

Quit Mail *0

@ O Jol N g S L

sl
General Accounts RSS Junk Mail Fonts & Colors Viewing Composing Sig

Active | Description

Add Rule |

| Edit |
| Duplicate |

| Remove |

(@)
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3) In the “Rules” box, please enter a Description of your choice (for example: “USC Whitelist”).
Enter the following for the “If any of the following conditions are met” section — From; Ends

with; then type “usc.edu”

After that, enter the following for the “Perform the following actions” section: Move Message;

then select “Inbox” for to mailbox.

Description: | Usc Whitelist

If |' any : | of the following conditions are meat:

| From + | | Ends with + | lusc.edu = '-!- )
Perform the following actions:
| Move Message + | to mailbox: | |7 Inbox = ( j ) '-!- )
(7) | Cancel || 0K |
4) Your Whitelist is now complete for your Mac Mail.

Active | Description | Add Rule |
™ News From Apple ' '
£  USC Whitelist | Edit |

| Duplicate |
| Remove |
Ir,-_-\l
Sl
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Outlook 2019

1) In the Home tab, click “Junk” and go to Junk E-mail Options.

= & [

nUp~ . ¢ < =2 ”-
New  New 2 = b
Email Items w {
New = :

4 Favorites
Sent ltems
Drafts
Inbox

Deleted ltems

Inbox
Drafts

Sent ltems

Nalabad lbame

Send / Receive Folder View Help Acrobat

AL | Current Mailbox ~

Q Tell me what you want to do

EJ Team Email

By Date v

hing to show here.

© Junk E-mail Options... \

£ Create New

- Outlook

2) In the Junk E-mail Options, click on the Safe Senders tab and then click “Add...”

= [E

L E7 Team Email Rl
<] % Create New = it
Quick Steps [ Move
pel [current ,‘ .
. - Junk Email Options - X
By Datd

hing to show here.

Optionsale Recipients Blocked Senders  International

@® Email from addresses or domain names on your Safe Senders List will
@a8® never be treated as junk email.

Edit...

Remove

[ Import from File...
Export to File...

[ Also trust email from my Contacts
[] Automatically add people | email to the Safe Senders List

] o
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3) Enter USC.EDU in the “Add address or domain” box and any email with the domain will be

whitelisted. Then click OK.
= O

3 Team Email
- £ Create New 5 R“_‘E
Quick Steps [ Move
P [cument] ——
By Date

Options  Safe Senders Safe Recipients Blocked Senders  Intemational

g'to show here,
@ Email from addresses or domain names on your Safe Senders List will

@8 never be treated as junk email.
Add...

Edit...

Add address or domain X =

Enter an email address or Internet domain name to be
added to the list.

—puscedug—
Examples: com or com |
pm File...
]
File...
A Also trust email from my Contacts
[J Automatically add people | email to the Safe Senders List
ok Cancel Apply

4) The USC.EDU domain is now on your list

Inbox -

bat ) Tell me what you want to do

5 \ oy E

EJ Team Email b
T ules
. ¥ Create New = 2
Quick Steps & Move
L | Current
4 X

Junk Email Options -
By Date
Options Safe Senders Safe Recipients Blocked Senders  International

1g to show here.
@® Email from addresses or domain names on your Safe Senders List will

aa® never be treated as junk email.

D)
Edit...

Remove

Import from File...

Export to File...

[A Also trust email from my Contacts
[] Automatically add people | email to the Safe Senders List

|

oK Cancel Apply
3

—
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. Click Apply to keep this change and then click OK.
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