LS Instructions for Whitelisting PPC Email

This document provides instructions for whitelisting the Pension Planning Consultants (PPC) domain
(@pensionplanningusa.com) for both Gmail and Outlook. If you are using other providers, search for “How to whitelist
a domain”.

Whitelisting the Pension Planning Consultants (PPC) domain will ensure that any email messages sent from PPC will be
delivered to your Inbox and avoid being moved to your Spam or Junk folders.

This process can be applied to both desktop and mobile phone applications.

Gmail Accounts

Whitelist @pensionplanningusa.com for Gmail Accounts

Here are the steps to take to whitelist the PPC Domain for your Gmail account.

1. Login to Gmail account

2. Click on the Settings Icon

@ Active ~ @ @ HHH GOOQIE

1-500f 14,058 ¢ > zfl -

3. Select See all settings

Quick settings X )

See all settings

Manage this organization

You're using the
original Gmail view o

Try out the new
Gmail view

DENSITY

(O Default =]
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4. Select Filters and Blocked Addresses from the top menu.

= M Gmail Q, Search all conversations

V4 Settings

@ General Labels Inbox Accounts and Import | Filters and Blocked Addresses| Forwarding and POP/IMAP Ad

(4 Main menu: (O New view - Use mail, Chat, Spaces, and Meet in their own streamlined vig
i @ Original view - Use mail, Chat, Spaces, and Meet all in one view
(] N

5. Click on the option to Create a new filter

= M Gmail Q, Ssearch all conversations T
2 Settings
@ General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Cha
=2 The following filters are applied to all incoming mail:
w Select: All, None
®
B Creats filt | 1 filk
reate a new filter |Import filters
(g p
» The following email addresses are blocked. Messages from these addresses will appear in Spam:
»
» You currently have no blocked addresses.
L4 Select: All, None
-
—

6. Inthe From section, enter @pensionplanningusa.com. Click on Create Filter
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From @pensionplanningusa.com

To

Subject

Has the words

Doesn't have

Size greater than -

[0 Has attachment

MB

Create filter

7. Onthe next screen, check the box next to Never send it to Spam. Click on Create filter.

When a message is an exact match for your search criteria:

Skip the Inbox (Archive it)

Mark as read

Star it

Apply the label: Choose label... =

Forward it  Add forwarding address

oooooo 2

Delete it

]

MNever send it to Spam

Always mark it as important

Never mark it as important

000

Categorize as: Choose category...

Also apply filter to matching messages.

Mote: filter will not be applied to old conversations in Spam or Trash

©® Llearnmore

8. You will see a confirmation screen listing the newly created filter.
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= M Gmail Q  search all conversations =
Y Settings
@ General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POPF/IMAP Add-ons Chat
2 The following filters are applied to all incoming mail:
w
®© O Matches: from:([@pensionplanningusa.com)
Do this: Never send it to Spam
B p
g Select: All, None
» E Delete
L Create a new filter  Import filters
»
» The following email addresses are blocked. Messages from these addresses will appear in Spam:
9
You currently have no blocked addresses.
=
Select: All, None
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Microsoft Outlook

Whitelist @pensionplanningusa.com for Outlook

Here are the steps to take to whitelist the PPC Domain for your Microsoft Outlook application.

1. Open Outlook

2. On the top ribbon menu, select Home

07} P search

File Home | Send /Receive \View Add-ins Help  Foxit PDF

7 NewEmail ~  [i] Delete ~ [=] Archive Bl move ~ i)

3. Depending upon how your ribbon menu is configured, either select the three horizontal dots followed by Junk
(Simplified Ribbon Example) or select Junk directly (Classic Ribbon Example).

Simplified Ribbon Example:

- (] X

/¥ coming Soon | Try it now (@ off)

- 5
Move & Delete g
I 53 Junk > ]% Block Sender
“ e; I Rules > Mever Block Sender
Respond Never Block Sender's Domain (@example.com)
@ Meeting Mever Block this Group or Mailing List

L5 Reply with IM

[0 Reply All with 1M & Junk E-mail Options...

Classic Ribbon Example:

E P Search
File Home Send /Receive  Folder View  Add-ins  Help

My = [ 5 2& §

—

New  Mew _" — Delete Archive Reply Reply Fory
Email Items ~ |%Jmk~ | All
New F& Bloek sender

Mever Block Sender
Mever Block Sender's Domain (@example.com)
v Google Worksp MNever Block this Group or Mailing List

> Inbox
» Drafts

£ L

G& Junk E-mail Options...
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4. Click on the Junk E-mail Options

,%. Elock Sender
Mewver Block Sender
Mever Block Sender's Domain (@example.com)
Mewver Block this Group or Mailing List

&3 lunk E-mail Qptions...

5. The following screen will appear. There are four steps to complete on this screen
a. Click on Safe Senders tab

b. Click on Add
c. Enter @pensionplanningusa.com in the box provided
d. Click OK

Junk Email Options - Goo pace *

Dptionl safe Senders |5afe Recipients Blocked Senders  International

@ Email from addresses or domain names on your Safe Senders List will
u“ never be treated as junk email.

@15five.com ~ [ Add... ]
@adobesign.com r
| @app.sherpadesk.com | Edit...
Add address or domain X [

Remave

Enter an email address or Internet domain name to be |
added to the list.

@pensionplanningusa.com|

Examples: someone@example.com or @exa L COM

Impaort from File...

—
|biIIing@pensionplanningusa.com | F .
hittitannawe @hittitan rom i Export o File...

Also trust email from my Contacts
DAutomatically add people | email to the Safe Senders List

Ok Cancel Apply
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6. Confirm the domain (@pensionplanningusa.com) has been added to the list. Click OK to save.

Junk Email Options - Google Workspace *

Options Safe Senders  Safe Recipients Blocked Senders  International

.- Email from addresses or domain names on your 5afe Senders List will
@&#"® never be treated as junk email.

"~ Add...
Edit...

Remove

— =
@pensionplanningusa.com

Import from File...

W Export to File...

[+] Also trust email from my Contacts
DAutomatically add people | email to the Safe Senders List

Ok Cancel Apply
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