
Managing Spam & Reading Your Mail Summary 
 

The district has adopted an aggressive new mail filter that should cut down on the amount 
of spam you see in your email. However these systems are never perfect.  Some 
undesirable messages may get through and there is also a chance that the filter will reject 
legitimate mail. However users do have the ability to ‘teach’ the filter how to reject and 
allow messages and over time, the performance of the filter should improve. Read the 
guidelines below to learn how to manage your email, reduce spam, and ensure that you 
don’t miss essential messages. 
 
Your Mail Summary:  The spam filter generates a ‘mail summary’ for each user, each 
morning, which will appear in your inbox between 5 and 5:30 a.m. The sender will be 
‘Mail Summary’ and the subject will be ‘Mail Summary for your email’.   
 
You should get into the habit of looking at this message regularly (each day, perhaps).  
It’s especially important to do so if you find that you are missing messages you should 
see. For example, the spam filter sometimes blocks email from groups or listservs; if you 
are subscribed to a professional newsletter these messages may have trouble getting 
through. Some teachers have also reported problems receiving messages from the student 
email domain (username@student.rsd13ct.org), or from parents. Fortunately, you can 
‘teach’ the filter what blocked messages are ‘good’ and which allowed messages are 
‘bad’:   
 
Double-click your mail summary to open it.  It should look much like the picture below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The first sentence is a quick summary of how many spam messages, how many 
virus-infected messages, and how many good messages (from senders outside the 
rsd13.org domain) were received.   

• Click the red ‘click here’ link to view the messages currently being held as spam.  
You can click this link in any mail summary, at any time, to see which messages 
the filter has blocked as spam. This is useful if you believe you have missed a 



recently-sent message. For example, if a student reports that he emailed you an 
assignment before leaving for school but it has not yet appeared in your inbox, 
check here because if the message was in fact held as spam, it won’t appear in the 
‘Mail Summary’ until the next morning. 

• The next item in the Mail Summary is the list of spam messages blocked by the 
filter. These messages will not have appeared in your inbox and you should check 
carefully to ensure nothing legitimate has been blocked. You may recognize some 
district email addresses among the senders, possibly your own 
(wkurtz@rsd13.org, for example, apparently has a thriving trade in medications 
and replica watches). Don’t be fooled by legitimate addresses; the subject line 
usually tells the whole story.   

• If you find a message that you suspect may have been blocked in error, click the 
red ‘Deliver Once’ link in the ‘Actions’ column. See the image below (but note 
that neither of these sample messages is legitimate): 

 
 
 

• If you spot a message in this list that you know to be legitimate, click ‘Always 
Allow.’ This action will add the sender to the list of approved correspondents and 
messages from this person should not be blocked in the future. 

 
The next section lists messages in which viruses, spyware or malware have been 
detected. Users can take no action regarding these. 
 
Finally, the last section lists ‘Good Messages Received.’  See the image below: 
 
 
 
 
 
 
 

•  In this example, you can see that some more-or-less benign advertising spam, 
from ‘news@tweentribune.com’ and ‘insidereturn@insidetheschoolmail.com’ has 
been received. To stop messages from particular senders from appearing in your 
inbox, click the red ‘Always Block’ link in the Action column.   

 
Important Reminders 

• Check your mail summary regularly to avoid missing important messages from 
students, parents, or other contacts. 

• Always Allow messages from senders who have legitimate business with you or 
the district. 

• Always Block allowed messages from advertisers, groups, or senders from whom 
you do not wish to receive more mail. 

• Contact your building’s technology integration specialist if you have questions or 
would like further training in managing the spam filter. 


