
Filters to Block or Allow Messages

Filter to Allow:

Step 1. Login to your Gmail account.

Step 2. Locate the gear icon in the top right-hand corner of the Gmail

interface and then find the Settings button. Click that.

Step 3. Now click See all settings.

Step 4. Locate the section in the top ribbon called Filters and

blocked addresses and choose that option.



Step 5. Choose Create a new filter.

Step 6. Find the From option and then simply type in the sender’s

email address that you don’t want to go into your Gmail spam filter.

Step 7. Choose Create filter.

Step 8. You now need to choose Never send it to spam. To ensure

Gmail applies this setting to all the emails you have received from this

sender you need to choose Also apply to matching messages.

Step 9. Click Create filter.

Step 10. That’s it; you’re all done.



Filter to Block:

Step 1. Go to the top right and click the cog icon. Then choose See all

settings.

Step 2. On the next page, you need to choose Filters and blocked

addresses.

Step 3. Click Create a new filter.



Step 4. Manually type in the name of the sender’s email that has been

landing in your inbox rather than your spam folder.

Step 5. Click Create filter.

Step 6. That’s it; you’re all done.


