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Listed below are the ways to report spam or other malicious email. Please continue for
more details.

REMEMBER-

e If you receive an unusual email from someone please call the sender to verify
before opening the email and ask your supervisor for guidance.

e If you receive fraudulent emails, please report them to the State Security Office
by following one of these two methods.

If you receive a suspicious email, please follow the steps below.

Report Messages as Spam Using SOA Spam Reporting:

This is the fastest method and very similar to how many employees have been
reporting spam in the past.

File Home Send / Receive Folder Wiew Help
IS Ignore Meetin Y 0utage Notifi
M B | 53 &1 53 B | Dloutsgeotiicn
[E% Clean Up ~ _ Loaim ~ B Team Email
Mew  Mew Delete Archive Reply Reply Forward ﬁ Renlv & Delet
Email Iltems ~ %Junkv All EHEI Mare ~ Eply elere
Mew Delete Respond | B7 Forward as Attachment Wi

4

&, call >

e Address the message to SOA Spam Reporting <reportspam@alaska.gov> and
click the "Send" button.

¢ Once your message has been sent, delete the suspicious email.
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Report Messages As Spam Using "Report Message" Add-In:

If you are using an Office 365 Version of Office, then you may have the "Report
Message" Add-In deployed to your Outlook.

e Select the suspicious email in your inbox to highlight it and select the "Report
Message" at the end of your Outlook Ribbon.
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e Select the proper category of the email you are reporting.

e This tool does take a bit of time to "process" the message in your mailbox. It
may be that the action doesn't happen right away.

*Note- Not all employees will have this feature on their Outlook ribbon. For those

who currently have this on their Outlook ribbon, this feature will go-live beginning
December 8t *
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