
Quarantine Report 

 

This is the quarantine report that is generated for users if setup.  You will only receive this report if there 

is spam to report.  The Report is split into 3 basic sections: 

 

 

  



Section 1 

The Header section is a general explanation of the options available in your spam quarantine report. 

 

 

 

Section 2 

This section shows you a list of quarantined emails that have come in.  Please note that this will look 

different depending upon your options specified.  Each quarantined email has 3 basic options 

1) Deliver 

a. Click on the Deliver link to have the message sent to your inbox 

2) Whitelist 

a. Click on the Whitelist to have the message delivered to your inbox and prevent 
future emails from the sender from being quarantined. 

3) Delete 

a. Click on the Delete link to have the message permanently removed from your 
quarantine report. 

 

  



Section 3 

This section has the different options for your report and your quarantine.  Here you can: 

1) Change when the report is delivered 

a. Daily 

b. Weekdays Only 

c. Friday Only 

d. Monthly 

e. Never 

2) Change what is included in the report 

a. Every email in your quarantine 

b. Only items that have arrived since your last report 

3) View your entire quarantine 

4) Send a new report 

a. Every email in your quarantine 

b. Only items that have arrived since your last report 

5) Clear out your quarantine **THIS IS NOT REVERISBLE** 

6) Please note that quarantine messages are cleared after 7 days 

 

 

 

  



Generating a report manually 

 The report gives you the option to generate a report manually, it is recommended that you 

create a favorite to this and create a link on your desktop for it.  To do this follow these steps. 

 

STEP 1 

In your email click the report link you would like to generate 

 

 

STEP 2 

You will be taken to a web page that looks like this: 

 

This will generate a report instantly if there is anything to report (depending the report selected) 

 

 

  



To Create a Link To This Page 

Once on this page you can add it to your favorites (Depending your browser) so you can generate a 

report at any time.  You can also create a shortcut to this page on your desktop to this page to do so: 

1) While keeping the web browser open, on your desktop (you may have to shrink your web 

browser) right click on an open space when you do that a pop up menu will appear. 

2) Highlight new which will give options 

3) Select Shortcut 

4) This will start the new shortcut tutorial, now you will need to get the link from your web 

browser.  Maximize or select your web browser again. 

5) Click the URL bar 

6) If it selects the entire URL automatically right click and select copy (or press CTRL and C to 

copy).  If it does not select the entire link right click in the URL bar and select “Select All” 

then right click again and select copy (or press CTRL and C to copy) 

7) Now minimize the web browser and select the “Create Shortcut” window 

8) Right click in the box below “Type the location of the item” and select paste on the window 

that pops up (or left click the box and press CTRL and V to paste 

9) Now click “Next” 

10) Change the name of the Short to something familiar and easy to identify such as Generate 

SPAM report 

11) Click Finish 

After completing the wizard, the box will go away and you will have an Internet shortcut link that you 

can double click any time to get a spam report depending on the option you selected in the email to 

generate a report.  You can also create links for both kinds of reports if you’d like for all your 

quarantined items and only new items. 


