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How to Manage Email Spam and Quarantine
Messages

1 In your favorite web browser, click on the address bar. I am using Google Chrome
in this example.
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2 Enter the address of https://central.sophos.com/manage/self-service and hit
enter.

3 Click "Email address"

https://central.sophos.com/manage/self-service
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4 Type in your RCC email address and click "click Continue"

5 Click "Work or School Account" You might not get this step. It is okay if this step is
missing.
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6 Type your RCC password

7 Click Sign In
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8 I have selected Okta Verify. You make select any option on your account.

9 For security reasons, try to always click "No" to this question.
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10 To see your Quarantine messages, click the Quarantine box. For this example, I
have eight spam messages. You may have more or less.

11 In reviewing my quarantine area, I discover this message is not spam. I want to
send it to my inbox and allow emails from this sender.

Click the box on the left side of the sender's email address.
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12 In the upper right corner, Click "Release and Allow". This message will be sent to
your inbox.

13 This email is spam and I want to deleted it from my quarantine area.



Made with Scribe - https://scribehow.com 8

14 In the top right corner, click "Delete and Block" to remove it from quarantine and
stop all additional emails from this send from landing in your quarantine area.

15 Click "Delete" to confirm your delete request.


