 [Insert Company logo]
Memo
Date: [Insert date]
From: [Insert name]
Company: [Insert company name]
Subject: Spam management

We are pleased to inform you that we have implemented Policy Patrol as our anti-spam solution. In order to block spam and provide you with control over what is considered as spam, all spam mails will be quarantined centrally and you will receive a report via email with a list of all newly quarantined items.
Quarantine reports

Every [insert interval] you will receive a quarantine report that lists all the new emails addressed to you that have been quarantined as spam. Please skim through the report each day to see if there are any legitimate messages in the report. For any messages wrongly quarantined, please click on the Deliver or Deliver & white list link. There is no need to delete emails. Any emails that remain in the folder are deleted automatically after [insert #: By default it is 15] days.

Viewing quarantined items

You can view a list of your quarantined spam emails by accessing the Policy Patrol Web Manager at: http://[Enter Policy Patrol server name]/PolicyPatrolEmail/ Webmanager.aspx. You are advised to add this URL in Outlook as follows: (1) Create a new folder in Outlook. (2) Right-click the folder and select Properties. (3) Go to the Home page tab and enter http://[Enter Policy Patrol server name]/PolicyPatrolEmail/Webmanager.aspx. (4) Click OK. Now when you click on the folder in Outlook, it will automatically open up the Web Manager and show your quarantined messages.

Searching for a message

If you are searching for a particular message that you think could have been quarantined as spam, go to the Policy Patrol Web Manager and enter the sender email address or email subject in the search field and click on the Search button.
White lists and Black lists

You can manually enter email addresses to white lists and black lists by clicking on the respective links in the top right-hand corner of the Policy Patrol Web Manager. This can be useful if you are expecting an important email from a new contact and you want to make sure that this email goes through. Remember that each time you send out an email the recipient email address is automatically added to your white list, so there is no need to enter an email address if you have already sent an email to this address. Usually there is no need to add email addresses to the black list since spammers frequently spoof and change their email address anyway.
Note: Do not enter domains such as hotmail.com or yahoo.com to the white list or black list. This will allow spam through and block legitimate mails.

=> For more detailed information on how to use the Policy Patrol Web Manager, please consult the Policy Patrol User guide. If you have any questions, please contact your Administrator [Insert name] at [Insert phone number] or [Insert email address].
