Process: perform this procedure when there is a need to redirect Supplier Relationship
Management (SRM) email notifications from a Shopper’'s employment supervisor to an
SAP Approver or other business officer within department. The process is performed on
the Outlook account of the Shopper’s supervisor.

Role: Supervisor of employee performing
Shopper role in SRM as per Human Frequency: when desired
Resources Org Structure

BEGINNING STEPS

From within the i~ Inbox - Microsoft Qutlook
Outlook Tools menu, File  Edlimeiiiovefil0 | Tools | Actions welp [ 5 [
select Rules and Sinew - | 23 X send/Receive v | =
Alerts S snagt |2 Window Instant Search »
|_1_|;|QI'1|iHE Meeting _ ,I:]J Address Book...  Cirl=5hift=B
%y Organize -
Mail I ﬁ Rules and Alerts...

Favorite Folders

Select New Rule
r

E-mail Rules | Manage Alerts |

r Lﬁ* Mew Rule... fhange Fule = y Copy... g% Delete Fun Rules Mow

1 [Fule Tapphed twown) |.|'-\cti0ns

a
Se “Mew Fule” butkon ko make & rule,




Select Start from a
blank rule: Check
messages when they
arrive and click Next

Rules Wizard |

Start fram a template or From a blank rule
Step 1: Select a template

Stay Organized
3 Move messages from someone to a Folder
—.j Mowe messages wikh specific wards in the subject to & Folder
5 Move messages sert to a distribution list to a Folder
>< Delete a conversation
? Flag messages from someone For Follow-up
.3 Iove Microsoft Office InfoPath Forms of a specific type to a folder
.3 Mowve B33 ikems from a specific RS33 Feed to a Folder
Stay Up to Date
= Display mai from someone in the Mew Trem Alert Window
) Play a sound when I get messages from someone
a Send an alert ko my mobile device when I get messages from someone
Start from a blank rule
| Check messages when they arrive |
=1 Check messages arter sending

Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives

= Back

I Mext = I

Finish |

Cancel |

From Step 1: select
from people or
distribution list.

From Step 2: Edit
rule description, click
on blue link

Rules Wizard

‘which conditionts) do vou want to check?
Skep 1: Select condition(s

I from people or distribution list 1

[T Wit SpECTIC Words i e SUDJECE

[ through the specified account

[ sent anly ta me

[ ] wihere my name is in the To b

[ ] marked as importance

[ | marked as sensitiviey

[ flagged Far action

[ 1 where my name is in the Cc box

[ ] where my name is in the To or o bax

[ ] wihere my name is not in the To bo

[ sent to people or distribution list

[ with specific words in the body

[ with specific words in the subject or body
[] with specific words in the message header
[ with specific words in the recipient's address
[ with specific words in the sender's address
[ assigned to cateqary categary LI

b

Step 2: Edit the rule description (click an undetlined walue)

Apply this rule after the message arrives

from people or distribution list

Finish

< Back I Mext = I

Cancel |




Enter
wfbatch@email.uky.

edu in the From:
field and click OK.

Rule Address x|

Search: ' Mameonly ¢ Morecolumns — Address Book

I (€] | | Global Address List ~|  advanced Find
I Name | Title ‘ Business Phone | Locatior
: F Med
& (Fulton) Coates, Hannah E Skaff Support Associate 11

& (Shared)ProvoBudgetOffice
& (shared, pedsfex1}

& (UKHC Physician Liaison)
& [A&S Dean Mail]

& [Anestechs]

& [Annual Giving]

& [AS Diversity Council]

& [AS Research Dean]

& [ASFreshmen]

& [Ask Kiosk]

& [ASK TASC]

g [BCHC]

& [Bluegrass International Program] 4'LI
4 | »

From -= ||wabatch@email.uky.edu| i

. Ok I Cancel |

Select condition:
with specific words
in the subject.

Click the link in the
bottom for specific
word entry.

Rules Wizard

which condition(s) do wou wank ko check?
Step 1: Select conditionis)

T— =
r with specific words in the subject I —

|| through the specified account

[ sent anly ta me

[ where my name is in the To box

[ | marked as importance

[ marked as sensitiviky

[ flagged For ackion

[ where my name is in the Cc box

[ | where my name is in the To or Cc box

[ ] where my name is not in the To box f
[ sent to people or distribution lisk

[ with specific words in the bodsy

[ with specific words in the subject or body

[ with specific waords in the message header

[ with specific words in the recipient's address

[ ] with specific words in the sender's address

[ assigned to cabeqory category j

Skep 2 Edit the rule description {click an underlined valus)

Apply this rule after the message arrives
From wibakchi@ernail. uky edu
and with specific words in the subject

Zancel < Back, I ek = I Finish




Enter the word
“Invoice”. Click Add
and then OK.

Specify words or phrases to search For in the subject:

IInw:nice|

Search lisk:

IR

Eemowe |

| Cancel |

Step 2 will populate
with the entered
values. Click Next.

Rules Wizard

‘which condition(s) do ywou want to check?
Step 1: Select condition(s)

From people or distribution list

with specific words in the subject

[ through the specified account

[ senk anly ta me

[ where my name is in the To box

[ marked as importance

[ marked as sensitiviky

[ Flagged For action

[ where my name is in the Cc box

[ where my name is in the To or Cc box

[ where my name is not in the To box

[ sent to people o distribution lisk

[ with specific wards in the body

[ with specific words in the subject or body
[ with specific words in the message header
[ with specific wards in the recipient's address
[ with specific words in the sender's address
] assigned ko category category

Step 21 Edit the rule description (click an undetlined walue)

Apply this rule after the message arrives

framawfbatch@ernail, uky  edu:

and with Invoice in the subject:

Cancel

Finish

< Back |i Mexk = i




Rules Wizard =

Se|eCt Step 1 - ‘what do vou wanF to do with the message?
. _ Step 1; Select action(s)
redirect it to people [Trove I to the speciied Folder
. - . - ] assign it ko the cateqory categary

or distribution list. [ delete i
[ permanently delete it
[ ] move a copy to the specified Folder
[ Forward it to people or distribution list

i eople istribution list as an attachment
edirect it ko people or distribution list
[1 have server reply using a specific message
[ reply using a sperific termplate
]
]

|»

From Step 2: Edit
rule description, click
on blue link

flag message fFor follow up at this bime

clear the Message Flag

[ clear message's cateqgories

rark it as importance o
print it

play a sound

skart application

rmark it as read ;I

I

Step Z: Edit the rule description (click an underlined valus)

Apply this rule after the message arrives

fram wibatch@ernail, uky, edu
and with Inwaice in the subject

redirect it bo people or distribution lisk

Cancel | < Back I Mext = I Finish

[rue adaress =

Search:  Mameonly  Morecolumns — Address Book

Select by name or | G0 | [aiobal addvess Lt =] Adverced Find
enter email add ress IName | Title | Business Phone | Location
Of SAP Approver or & (Fulkon) C, Hannah E Staff Support Associate 11

business officer to i

receive the & e

redirected email o

notification and click 8 a5 Dnersky Councl]

& [AS Research Dean]

O K . & [ASFreshmen]

8§ [Ask Kiosk]
& [ASK TASC]
& [BCHC]

8 [Bluegrass International Programn] _ILI
< | »

To-» | Ijuhndue@uky.edu|




Step 2 will populate
with the entered
value. Click Next
twice.

—_————————
Rules Wizard

‘What do wou wank to do with the message?
Step 1: Select action(s)

[ | mowve it to the specified folder

[ assign it ko the cateqory cakegory

[ delete it

[ | permanenthy delete it

[ mowe a copy to the specified Folder

[ Farward it bo people or distribution list

[ Forward it to people or distribution list as an attachment
redirect it to people or distribution lisk

[ have server reply using a specific message
[ reply using a specific template

[ flag message For Follow up at khis time

[ clear the Message Flag

[ clear message's cateqories

[ mark it as imporkance

[ print it

[ play a sound

[ start application

[ mark it as read

[5tep 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

From wibatchi@ermail, uky  edu

and with Invoice in the subject
S~

redirect it to johndoe@uly, edy
Zancel | % | Mext =

Finish

Enter name for the
rule and click “Turn
on this rule”. Click

Finish.

Rules Wizard

Fimish rule setup,

Step 1: Specify a name For this rule

IRedirect SRM emails From wibatch@email, uky, edu to third party

Skep 2: Setup rule options
™ Run this rule now on messages already in "Inbox"
¥ Turn on this rule

" Create t | &ccournts

Step 3i Review rule description {click an underlined value to edit)

Apply this rule after the message arrives
from wibatch@email. ukey . edu

and with Invoice in the subject
redirect it to johndoe@uky edu

Cancel < Back ek =




Final window reflects
redirect rule created.
Click OK to finish.

Rules and Alerts

E-mail Rules |Manage Alerts |

2l

& Mew Rule... Change Rule = =3 Copy... #% Delete '8 Run Rules Now... Options
| Rule {applied in the order shown) | Actions -
| Redirect SRM emails From wibatch@email .uky . edu ta third party | }{"’
-
Rule description (click an underlined value to edit):
Apphy
Framn; Sk,
and with Irvoice in the subject
redirect it ko johndoe@uky. edy
[ Enable rules on all RSS Feeds
Ok I Cancel Apply




