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Best practices for managing junk e-mail

Keep your Junk E-mail Filter updated Updates are available at Downloads on
Office Online. Under Office Update, click Check for Updates.

Limit where you post your e-mail address Be cautious about posting your e-mail
address on public Web sites, and remove your e-mail address from your personal
Web site. If you list or link to your e-mail address, you can expect to be
spammed.

Use separate e-mail addresses for separate purposes You might set up one ad-
dress for personal use to correspond with friends, family, or colleagues, and use
another address for more public activities, such as requesting information, shop-
ping, or subscribing to newsletters, discussion lists, and newsgroups.

Disguise your e-mail address when you post it to a newsgroup, chat room, bul-
letin board, or other public location For example, you can give your e-mail
address as "sOmeOne@example.cOm" by using the number zero instead of the
letter "0." This way, a person can interpret your address, but the automated pro-
grams that spammers use cannot.

Turn off automatic processing of meeting requests and of read and delivery
receipts Spammers sometimes resort to sending meeting requests and mes-
sages that include requests for read and delivery receipts. Responding to meet-
ing requests and read and delivery receipts automatically makes you vulnerable
to Web beacons.

Increase your protection level as needed To obtain the maximum protection pos-
sible from the Junk E-mail Filter and other enhanced privacy features, set the
protection level of the Junk E-mail Filter to High or to Safe Lists Only.

BACKUP STORAGE—DATA RECOVERY— DATA RETENTION

DATA STORAGE

Connectivity Two is proud to announce our new product offering for the small to medium
size business segment. We call it “C2DataSafe”, C2 Data-Safe offers a complete real-
time online backup solution. The software in installed and configured by a qualified
C2Dinc Representative and monitored by our data center staff. So while your data is
safely backed up and stored, you can concentrate on running your business.

DATA RECOVERY

When you need your files, they're ready for you. C2DataSafe will restore files via a local
backup agent on your computer or our secure web portal. If you're unable to connect
online, we’ll even overnight your data from our remote storage locations. And any time
you need help recovering data, just call C2Dinc at (225) 775- 9800.

DATA RETENTION
Our system can be set to store up to 7 years of archival information that will be as close
as an internet connection away. This will help all size businesses begin to meet to legal

standards for the retention of digital data throughout the information life cycle. Let
C2Dinc and C2DataSafe be your small business compliance partner.




