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INTRODUCTION: RECLAIMING YOUR INBOX AND YOUR
SANITY

We have all been there. You open your inbox, expecting
important correspondence from colleagues, family, or clients,
only to find it buried under a mountain of unwanted messages.
Whether it is a persistent spammer, an annoying marketing
newsletter you never signed up for, or an ex-colleague whose
emails you no longer wish to receive, unwanted emails are a
drain on productivity and mental energy. The digital world is vast,
but your inbox should be a sanctuary, not a dumping ground.
Learning how to block an email address is one of the most
effective digital hygiene practices you can adopt. It is not just
about stopping annoying messages; it is about maintaining
control over your digital space, protecting yourself from phishing
attempts, and ensuring that important communications rise to
the top. While the basic premise is the same across
platforms—instructing the system to automatically direct
messages from a specific sender to the spam folder or to reject
them outright—the exact steps vary. This comprehensive guide
will walk you through the process across the most popular email

clients, ensuring you can finally press the delete button with
satisfaction, knowing you won't see that sender again. By the end
of this article, you will not only know how to perform this function
on your specific device, but you will also understand the
preventative measures you can take to avoid receiving unwanted
emails in the first place.

WHY BLOCKING AN EMAIL ADDRESS IS ESSENTIAL

Before diving into the technical steps, it is important to
understand the "why" behind the action. Many users wonder if it
is truly necessary, or if simply deleting emails is sufficient. The
answer is a resounding no. Deleting a message is a reactive
measure; it cleans up after the mess has already arrived.
Blocking, on the other hand, is proactive. When you block a
sender, their future messages are automatically quarantined or
deleted before they ever reach your primary inbox. This prevents
you from wasting time reading subject lines, accidentally opening
malicious links, or experiencing the frustration of repeated
interruptions. Furthermore, in an era where cybersecurity
threats are rampant, blocking suspicious addresses is a
frontline defense against phishing and malware distribution. A
blocked sender cannot attempt to trick you twice. For businesses,
maintaining a clean inbox is directly tied to professionalism.
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Employees who know how to manage their filters and blocks are
more efficient and less likely to fall victim to social engineering
attacks. Ultimately, mastering this simple skill is a cornerstone of
effective personal information management.

HOW TO BLOCK AN EMAIL ADDRESS ON MAJOR
PLATFORMS

Each email service provider has its own variant of the blocking
tool. While the underlying logic is similar, the user interface
differs. Below, we break down the steps for the most common
platforms, ensuring you can follow along regardless of your email
provider.

Blocking Senders in Gmail
(Web & Mobile)

Gmail is one of the most widely used email clients in the world,
and its blocking mechanism is both intuitive and robust. Whether
you are using the desktop website or the mobile app, the process
is straightforward.

ON THE DEskTOP VERSION OF GMAIL

1. Open the Email: Navigate to your inbox and open any
email message from the sender you wish to block.

2. Access the Menu: Look at the top-right corner of the
email pane, just next to the sender's name and the reply
button. You will see three vertical dots (the "More" menu).

Click on it.

3. Select Block: From the dropdown menu, click the option
that says "Block [Sender's Name]".

4. Confirm Your Action: A pop-up window will appear,
asking you to confirm. Gmail will inform you that future
messages from this address will be marked as spam, and
previous emails from them will be moved to the Spam
folder. Click "Block" or "OK" to confirm.

Alternative Method: You can also go to Settings (the gear
icon) > See all settings > Filters and Blocked Addresses >
Create a new filter. Here you can enter the email address and
instruct Gmail to "Delete it," "Skip the Inbox," or "Mark as Spam."
This is a more granular approach if you want to manage multiple
addresses or keywords.

ON THE GMAIL MoBILE ApP (1I0S & ANDROID)

1. Open the App: Launch the Gmail app on your
smartphone.

2. Locate the Email: Open the unwanted message.

3. Tap the Three Dots: In the top-right corner of the screen,
tap the three vertical dots (More).

4. Choose "Block [Sender]": You will see the block option at
the bottom of the menu. Tap it, and the action is
immediate. The sender is blocked, and you will have the
option to also delete all existing emails from them.
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Here you can add or remove email addresses and domains

Blocking Senders in manually.
OUthOk (Web’ Des ktop & ON THE OuTLOOK DESkTOP APP (MICROSOFT 365)

Mobile) )
2.
Microsoft Outlook is a powerhouse for both personal and
enterprise users. The method for blocking differs slightly
depending on whether you are using the free Outlook.com 3.

service or the Microsoft 365 desktop application.

ON OuTLook.coM (WEB BROWSER)

Open the Message: Double-click to open the specific
email you wish to block.

Find the Block Button: In the "Home" tab (or the
"Message" tab in the open window), look for the "Delete"
group of icons. Click the "Junk" dropdown button.
Select "Block Sender": From the Junk dropdown menu,
select "Block Sender." This immediately adds the
sender's domain to your blocked senders list and moves
the email to your Junk Email folder.

1. Select the Email: In your inbox, click the checkbox next ON THE OUTLOOK MOBILE APP

to the email from the sender you want to block. You do not

need to open it. 1.
2. Use the Toolbar: Look at the top toolbar. You will see a 2.

row of icons including Delete, Archive, and Sweep. Click on

the three dots (More actions), then select "Block" from the 3.

dropdown menu.
3. Confirm: A dialog box will appear asking if you want to
block future messages from this sender. Check the box if

Open the Message: Tap to open the unwanted email.
Tap the Three Dots: In the top-right corner, tap the three
horizontal dots.

Choose "Block": Select "Block" from the list of options,
and confirm your choice. The sender will be blocked from
contacting you in the future.

you also want to delete all existing messages from them, B | OC kl N g Se N d e rS O N Ya h OO

then click "OK."

Outlook.com automatically puts blocked senders into a "Blocked
Senders" list. You can manage this list by going to Settings (the
gear icon) > View all Outlook settings > Mail > Junk email.



Mail

Yahoo Mail remains a popular choice for many users. Its blocking
feature is buried slightly deeper but is just as effective once
found.

ON THE YAHOO MAIL WEB CLIENT

1. Open the Email: Click on the unwanted email to open it in
the reading pane.

2. Access the Menu: In the toolbar above the message (next
to the sender's name), click the "More" icon (it looks like
three horizontal dots).

3. Select Block: Click on "Block Senders" from the
dropdown menu.

4. Add to List: A window will pop up showing the sender's
address. You can choose to block just that specific address
or the entire domain (e.g., block all emails from
@spamcompany.com). Click "Save" to add them to your
blocked list.

To manage your blocked list in Yahoo Mail, go to Settings (the
gear icon) > More Settings > Security and Privacy >
Blocked Senders. Here you can view the list or remove
addresses if you have changed your mind.

Blocking Senders on Apple
Mail (iCloud & macQOS/iOS)

Apple Mail integrates seamlessly across devices. Whether you
use iCloud.com, your iPhone, or your Mac, the process is
designed to be intuitive.

ON 1CLoup MAIL (WEB BROWSER)

1. Log in: Go to icloud.com/mail and sign in.

2. Select the Email: Click on the message from the sender
you want to block.

3. Find the Gear Icon: In the top-right corner of the Mail
window, click the gear icon (Settings).

4. Choose "Block Sender": From the dropdown, click
“Block Sender." A confirmation prompt will appear, also
giving you the option to delete existing emails from them.
Confirm your action.

On MACOS (ArpLE MAIL DEskTOP APP)

1. Select or Open the Email: Either right-click on the email
in your inbox list or open it.

2. Access the Action Menu: If you right-clicked, a context
menu appears. If you opened the email, look at the right
side of the "From" header for a small arrow or a "Block"
link.

3. Click "Block Contact": Select "Block Contact" from the
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menu.

4. Manage Blocked List: To view your blocked contacts, go
to Mail > Preferences > Junk Mail, and click the
"Blocked" tab.

ON 10S (1IPHONE/IPAD MaIL APP)

1. Open the Email: Tap the unwanted message to open it.

2. Tap the Sender's Name: At the top of the email, tap the
sender's name or the "From" field.

3. Select "Block this Contact": A contact card will slide up.
Scroll down and tap "Block this Contact." Confirm the
action. Future emails from this address will be
automatically moved to the trash.

BEST PRACTICES FOR MANAGING BLOCKED SENDERS

Knowing how to block an email address is just the first step. To
maintain a healthy inbox over the long term, consider
implementing these best practices.

Audit Your Blocked List
Reqularly

Just as you clean out your inbox, you should occasionally review
your blocked senders list. People change jobs, spammers

change tactics, and sometimes you may block a legitimate
sender by accident. Most email clients allow you to view and edit
the list. Set a reminder every three to six months to check this
list and remove any entries that are no longer relevant. This
prevents you from missing important emails from a source you
once disliked.

Report Spam vs. Blocking

It is important to understand the difference between reporting an
email as spam and blocking a sender. When you "report spam,"
you are training the provider's algorithm to recognize similar
messages from different senders. This helps the entire
community. When you "block" a sender, it is a personal setting
that affects only your inbox. For persistent spam from unknown
sources, use the "Report Spam" button. For specific individuals or
companies you know you never want to hear from again, use the
"Block" function. Using both in tandem creates a robust defense.

Use Filters for Granular
Control

Blocking is a blunt instrument—it silences a sender entirely.
Sometimes, you might want to be more subtle. For instance, you
might want to keep receiving emails from



