How to Create a Not Spam
Report Button in Outlook

Introduction

When you receive an e-mail that you believe should not had been marked as [SUSPECTED SPAM]

, you can typically forward that e-mail as an attachment to our team to ham@deeztek.com. This
usually involves selecting the e-mail in question, clicking on More in the Respond Outlook ribbon
toolbar, selecting Forward as Attachment (Figure 1) filling out the To field with
ham@deeztek.com and clicking Send (Figure 2).

Figure 1

Home Send / Receive Falder View Help CalDav Synchronizer E

Ijl :ITllﬂlj (i Ignore x D ﬁ;;i @ ﬁ% e Meeting

M M il Clean e~ Del Archi Reply Reply F d

= ew elete Archwe eply eply Forward [Eg paore -

Email ltems~ 391“”‘(' All EE' _*-"’ Done )
Mew Delete Respond [E-I Forward as Attachment P,

Figure 2

i FW: Your Amazon.com order #112-9321306-9477834 - Meg

>

Insert Options Format Text Review Nextcloud Help Q Tell me what you want to do

“D 1 A A Eﬂ é;'%@ mJ [ Q [* Follow Up - .’

! High Importance

Paste B I u | @ A Address Check  Attach Attach Signature Office
- Book MNames Filew ltem~ =~ ¥ LowImportance  pgg-ins
Clipboard P Basic Text Mames Include Tags ra Add-ins
From + dino.edwards@mydirectmail.net
i ] To... ham@deertek.com;
5end
Cc...
Subject FW: [SLUISPECTED SPAM] Your Amazon.com arder £112-9321 305-94'.-".-’534]

Your Amazon.com order #112-9321306-9477834
Aftached Outlook item

-

While this is not very time consuming, you can simplify this process by creating a NOT SPAM
button in Outlook to speed up the process.
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Create a Not Spam Report Button

In the Outlook Quick Steps ribbon toolbar, click on Create New (Figure 3).

Figure 3
_- — - ECreatE an appoi...
R 3 To Manager =1 Team Email
v Dane £2 Reply & Delete | # Create New ¥

Quick Steps |:> P

In the Edit Quick Step window, set the following:
Set the Name: field to NOT SPAM - DEEZTEK (Figure 4).
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Click the Choose an Action drop-down and select Forward message as an attachment (
Figure 5).
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Forward message as an attachment

In the To... field enter ham@deeztek.com (Figure 6).
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Click on Show Options, in the Subject: field enter [REPORT HAM]: <subject> and check the
Automatically send after 1 minute delay checkbox (Figure 7).
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Finally, click the Finish button (Figure 8).

Figure 8
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The button you just created will be visible in the Quick Steps ribbon toolbar in your Outlook
window (Figure 10)
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