Creating a Filter to “Whitelist” an Email Address
A “Whitelist” is a list of email addresses that you specifically trust and want to receive emails from and
don’t want them going into the Spam folder. In GMail you can do this by adding the email address to your

contacts list and by creating a filter.

You will need to open GMail on a laptop or desktop computer for some of these steps.

If an Email you want is in the Spam Folder = B4 Gmail
1. In Gmail, go to the Spam folder
Travel
Less
In the top left, tap or click the 3 lined Menu icon and then Chats
choose Spam from the list. Al Mail

Spam

2. Click on the email that you want. i
On an Android phone: it
In the top right, tap the vertical 3 little dot icon, then pick “Report not spam”.

Manage labels

On an iphone or ipad:
In the top right, tap the horizontal 3 little dot icon, then pick “Not spam”.

On a |aptop or deSktOp CompUter ﬂ ¥ Delete forever MNot spam
Select the email by putting a tick in the box to it’s right, then choose =
“Not spam” from the menu bar.

B | NCH Software Time £

Once the email is selected you can then “Move’ it to the Inbox, if it hasn’t
been moved already.

Adding the Email Address to your Contacts

At this point it would be a good idea to add the email address to your Contacts.
On a laptop or desktop computer:

Hovver over the email until a dialogue box appears, choose “Add to Contacts” from the box that
appears.

Creating a Filter to ‘Whitelist’ the Email Address
1. Open Gmail on a laptop or desktop computer

2. Click the little down-arrow in the “Search” box to open up the “Search options”
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Q, Search email

In the “Search options” dialogue box, make
sure the cursor is in the “From” box i |
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Type the email address you want to Y Femmh
a.dd tO the ‘WhltE“St’ _a From peter@iarecordings.org
As you type if the address is in your | sutoc |
address list, GMail should bring it up.

| Includes the words |

In this case: '

. R Doesn't have i
peter@iarecordings.org

Size greater than - MB - |

Date within 1day - B

Search All Mail - ]

[0 Hasattachment [J Don'tinclude chats i

Then select the “Create filter” option
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Q,  from:(bookingform@rustictable.co.uk)

When a message arrives that matches this search:

Skip the Inbox (Archive it)

Mark as read

Starit

Apply the label: Choose label... ~

Forward it add forwarding address

From the filter options that appear, select
the “Never send it to Spam”—_

Delete it
Never send it to Spam
Always mark it as important

Never mark it as important

You might also want to choose the
“Always mark it as important” option /
and apply it to any existing emails —_,

Categorise as: Choose category... ~
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Also apply filter to 0 matching conversations.

Note: filter will not be applied to old conversations in Spam or Bin

® Learnmore Create filter
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This should stop GMail putting it into the Spam folder - assuming GMail accepts them in the first place!

Finally select “Create filter”
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