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PURPOSE: The purpose of this procedure is to demonstrate how unblock junk email in Outlook. 

Outlook Version: Outlook Desktop is demonstrated in this procedure, but similar steps can be taken 
with older versions.  This procedure will ONLY work on campus. 

PROCESS STEP REFERENCE IMAGE 

STEP 1: Open the junk email 
summary in the Outlook inbox.  

 
 

STEP 2: Select the link for VISIT JUNK 
BOX.  When the link is clicked, the 
browser will open. 
 

 
 
 

 

STEP 3: Click on ADVANCED 

 
 

Step 4: Select ADD EXCEPTION 
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Step 5: Select CONFIRM SECURITY 
EXCEPTION.  

 
 
 

 

Step 6:  

1: Select the message.  
2: Select UNJUNK 
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Step 7: Select UNJUNK & ADD 
SENDER  

 
 
 

 

Step 8: This message will appear at 
the top of the browser.  

 
 
 

 

Step 9: Locate the email in Outlook.  

 
 
 

 

 


