Email Security
Email has become the most used service for propagating virus and worm infections throughout the Internet. The security of your system and network requires that the correct measures be taken in regard to email. Bellow are several guidelines which will help you decide how to act, with security in mind, when using email.

· Do not open any files attached to an email unless you know what it is, even if it appears to come from a friend or someone you know. Some viruses can replicate themselves and use contact lists to spread through email. Better be safe than sorry and confirm that they really sent it. 

· If you decide a message attachment can be opened, always save the file to your My Documents folder before doing so.  Attachments when first opened, exist as temporary files which will disappear later if you don’t save them in to your My Documents folder. 
· Delete chain emails and junk email. Do not forward or reply to any to them. These types of email are considered spam, which is unsolicited, intrusive mail that clogs up the network. 

· When in doubt, always err on the side of caution and do not open, download, or execute any files received as an email attachment. Not executing is the more important of these cautions. 

More can be found at: 
http://www.gla.ac.uk/services/it/forstaff/usinge-mail/emailsecurity/
