
Technology Tip #26  

Rescuing Email Messages & Disappearing Columns 

 

You have the power to rescue messages from the filter. 

Each day you receive a message with a summary of your spam messages. In most 
cases, it’s nice to ignore these messages.  

From time to time though, legitimate email messages from outside the district 
might get caught by the filter. Here’s how to stop that from happening: 

 

1. Open your spam summary message. Find the message you’re looking for. 
(You should be able to tell from the subject line.) 

2. To the right of each message, you’ll see two choices*: 

 Forward: Click this choice to 
send a the message on to your 
mailbox. It doesn’t 
permanently fix the problem, 
but allows read the message 
and determine if it’s the right 
address/message. 

Look for a copy of the 
forwarded message in your 
mailbox. 

 Whitelist: Click this choice to 
permanently let messages 
from this email address 
through the filter. 

 

 

 

 

 

3. If you chose Forward and you wish to whitelist the address, return to the 
spam summary message, find the address, and click Whitelist. 

4. Repeat the steps for other messages. 

5. Delete the spam summary message. 

6. If this process doesn’t work, please do a work order and LISD will resolve the  
problem. 

*If your spam summary doesn’t look like the sample, click on View >> 
click on HTML. 



Disappearing Columns 

 

You can control which columns you see in your mailbox. Or if one disappears, you 
can get it back with a couple of clicks. 

 

1. Right click on any column in 
your mailbox window. 

2. Click on More Columns. A new 
window appears. 

3. Look through the list on the left 
(Available Columns). Double 
click on any columns you’d like 
to add. They should move over 

to Selected Columns. 

4. Click OK when you’re done. 

 

 Move a column: Click and 
hold on any column to 
move it left or right.  

 Resize a column: Point 
your mouse between 
columns to resize them. 

 Reorder your messages: 
Click once on a column to reorder your messages by that item. For 
example, to reorder your message by date, click the Date column. 

 


