
H:\Directions\Outlook\Submit Spam.doc Submitting Spam 
09/04/07 Page 1 

How To Submit Spam To The Filter 

View your Inbox & *Submit Spam folder at the same time. 
The *Submit Spam folder is in the Public Folders | All Public Folders | *Submit Spam. 
Click on the + or - sign in front of the folders to expand and collapse the folder groups. 
 

Click the + sign 

to expand the 

group. 

Click the - sign 

to collapse the 

group. 

 
 
You want to be able to see the messages in your inbox at the same time you can see the *Submit 
Spam folder in the public folders. 
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Drag Spam Message to the *Submit Spam folder in the Public Folders 
When the folder becomes dark (highlighted) release the mouse button to drop the message into the 
folder. 


