
Checking SPAM Email (Domain Admin Guide) 

STEP 1 

In your web browser navigate to https://portal.yourmainstay.com:10443 

STEP 2 

 

On the login screen use your email address (example bmarr@domain.com) and your email password 

when complete click “Login”. 

STEP 3 

 

On login, you will be presented with 2 options as a Domain Administrator 

User Role – Manage only your quarantine and options 

Domain Role – Manage options that affect the entire domain 

STEP 4 

 

 

You will be presented with the following options.  By default, it logs into the “Domain Dashboard” 

screen where you can the status of messages for the entire domain.  At the top are the 2 options for 

managing domain wide quarantine/filter rules. 



 

MANAGE FILTER RULES 

 

1) Domain Blacklist 

a. Blacklisted Email Addresses 

i. You can add individual email addresses here if you no longer wish to receive 

email from the individual email again. (example bob.marr@gmail.com) 

b. Blacklisted Domains 

i. Here you can blacklist entire domains (example gmail.com) 

2) Domain Whitelist 

a. Whitelisted Email Addresses 

i. You can add individual email addresses here that are possibly being blocked 

and you would like you receive them. (example bob.marr@gmail.com) 

b. Whitelisted Domains (DO NOT DO THIS) 

i. Here you can whitelist entire domains (example gmail.com) 

ii. NOTE IF YOU WHITELIST AN ENTIRE DOMAIN AND IT GETS INFECTED ALL 

EMAILS WILL BE ALLOWED 

  



Quarantine 

 

The Quarantine acts just like it does as a regular user the only difference is you can see all emails listed 

for all users. 

1) Search Filters 

a. Message Type 

i. What kind of message are you looking to search 

1. Archived 

2. Spam 

3. Viruses 

4. Banned Attachments 

5. Deleted Archive 

6. Deleted Banned 

7. Deleted Virus 

8. Quarantined By Content filter 

b. Message Flow 

i. Which direction is the email going 

1. Inbound and Outbound 

2. Inbound Only 

3. Outbound Only 

c. Score 

i. What spam score did the email receive? (Anything not “Is Any” will require a 

numeric value such as 5) 

1. Is Any 

2. Is equal to 

3. Is less than 

4. Is greater than 

5. In range (x,y) 

d. Subject 

i. What was the subject of the email you are looking for? 

e. Sender Email Address 

i. Who sent the email 

2) Once completed with search criteria click “Apply” 

3) If you find any messages, you want to restore click the check box next to it and click 

“Release or Whitelist” 


