Procedure for Reporting SPAM/Virus to E-mail Abuse — Office 2003 and 2007

Steps

If you receive a message that you believe to be a virus or spam, follow the instructions below. We
cannot block these types of messages if you do not send in the internet header information.
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FW: Spam email?
You replied on 2/1/2010 10:43 AM,
Walker, Becky D

Sent: Monday, February 01, 2010 10:37 AM
To:  Help Desk
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Can we include instructions for accessing header info thru webmail to the doc already on the web

Submitting an E-mail Message to E-mail Abuse: Internet Headers
The Internet Headers are not accessible via Webmail. Please use Qutlook at your work locati
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A dialog box will appear. At the bottom
you will see information for “Internet
Headers”.

Left Click at the top and Select all
text in this box.

Right Click on the highlighted text.
Left Click on Copy

Click the Close button
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Microsoft Mail Internet Headers Version 2.0
Received: from w2k9000smtp.mail.polk-fl.net ([204.122.253.70]) by
w2k9000ex-a.mail.polkfl.net with Microsoft SMTPSVC
{5.0.2195.6713);

Thu, 6 Nov 2003 13:02:15 0500
Received: FROM w2k9000spam.mail.polk-fl.net BY
w2k9000smtp.mail.polkfl.net ; Thu Nov 06 13:02:14 2003 0500
Received: from 242118.bhz.virtua.com.br {unverified
[200.167.242.118]) by w2k3000spam.mail.polkfl.net
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Forward the email in question to:
Email Abuse

Right Click in the body of the
Email Message

e Click Paste

e Click Send button
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