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Outlook Rules for SharePoint Approvers

The rules created in these instructions are client-based rules. This means that the rules will run
only if your computer is on and Outlook is open. These instructions are recommended only for
those individuals who check their email from a single device.

Prepare for the rule.

1. Open Outlook 2010 or Outlook 2013.

2. From the left-hand column, right-click on
your email address.

3. Choose New Folder.

4, Enter a name for the folder such as
"SharePoint Approval."
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Create arule for your approval messages.

This first rule will find and mark all SharePoint approval messages that you are responsible
for approving.

5. Inthe Home tab of Outlook, click @ Pt [T h. |553rc
Rules. Select Manage Rules & Alerts. | i—1 3¢ = i BT

Rules OneMote Unread/ Categorize Follow _
= Read - Up~ Y

Always Move Messages From:

igg Create Rule...
"‘|:| Mal:gge Rules & Alerts...

6. Click New Rule. r Rules and Alerts

E-mail Rules | panage Alerts

Apply changes to this folder

g Mew Rule.r.\ Change Rule
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7. Under the section “Step 1: Select a Rules Wizard —— [
template," Choose Apply rule on Start from a template or from a blank rule

. Step 1: Select a template
messages | receive. Stay Organized
¥,
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Move messages from someone to a folder
Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder
|" Flag messages from someone for follow-up
¥ Move Microsoft InfoPath forms of a specific type to a folder
¥ Move RSS items from a specific RS5 Feed to a folder
Stay Up to Date
Display mail from someone in the MNew Item Alert Window
=) Play a sound when I get messages from someone
E Send an alert to my mobile device when I get messages from someone
Start from a blank rule
Apply rule on messages I receivi,
*=] Apply rule on messages I send [

8. Click Next.
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9. Inthe section "Step 1:Select
conditions,” check the second,
thirteenth, and seventeenth items:

e with specific words in the subject

e with specific words in the body

¢ with specific words in the sender's
address

10. In "Step 2: Edit the rule description

(click an underlined value),” click

with specific words in sender's

address.

11. Enter noreply@depaul.edu.
Click Add.

Click OK.

12. In "Step 2: Edit the rule description
(click an underlined value),” click and

with specific words in the subject.

13. Type: Task assigned by
Click Add.

Click OK.

14. In "Step 2: Edit the rule description
(click an underlined value),” click and

with specific words in the body.

[] from people ar public group

with specific words in the subject

[] through the specified account

[] sent only to me

[[] where my name is in the To box

1 marked as importance

[] marked as sensitivity

[ flagged for action

[[] where my name is in the Cc box

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

[T where my name is not in the To box

[ sent to people ar public group

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

»
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with specific words in the sender's address

[] assigned to category category

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

withispecific wordsiin the sender's address
and with specif ords in the subject

and with specific words in the body

-
Search Text

Specify a word or phrase to search for in the sender's address:

noreply@depaul.zdul

Search list:

@ ox

=)

Remove

Cancel

Step 2: Edit the rule description (click an underlined valug]

Apply this rule after the message arrives
with noreply@depaul.edu in the sender's address

and withég ecific wardaiin the subject
and with sgecific wora h the bady

-
Search Text

Specify words or phrases to search for in the subject:

task assigned by

Search list:

Remove

] [ Cancel

ﬁ -

Step 2: Edit the rule description [click an underlined valug)
Apply this rule after the message arrives
with noreply@depaul.edu in the sender's address
and with task assigned by in the subject

and with?sgecific wordDEin the body
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15. Here you will create a list of subsites [ search Tex oS

for WhICh yOU are reSponSible_ For Specify words or phrases to search for in the body:
each subsite, type in the name faculty-and-staft
beginning with a slash. Examples: seareh list

/faculty-and-staff

Remaove
/graduate-programs
/chemistry !
/about E ok | [ cancel |
16. Click Add after each subsite name to | search Text [
add |t to the Hsea rCh Iist,” Specify words or phrases to search for in the body:
| Add
1 H H Search list:
Once thfe list includes a.II sute§ youare e naor
responsible for approving, click OK. JBraauate programs” of ——
“fabout” :
E oK M [ cance

17. Click Next.

18. In "Step 1: Select Actions(s)," select

‘What do you want to do with the message?

the fourteenth option: mark it as Step 1: Select actions]

. [] move it to the specified folder -

Im Ortance. [] assign it to the cateqgory category F
[ delete it

[] permanently delete it
[] move a copy to the specified folder
[] forward it to people or public group
[] forward it to people or public group as an attachment
[] redirect it to people or public group
[ have server reply using a specific message
[ reply using a specific template
[] flag message for follow up at this time
[T] clear the Message Flag
[T] clear message's categories
mark it as importance TH
rint it
[ play a sound
[ start application
] mark it as read -

m

19. Under “Step 2: Edit the rule

Step 2: Edit the rule description (click an underlined valug)

description (C||Ck and underlined Apply this rule after the message arrives
» o 1e . . with noreply@depaul.edu in the sender’s address
Value), click mark it as |m90rtance. and with task assigned by in the subject

and with /faculty-and-staff' or fabout’ in the body

mark it asfimgortarKﬁE

tsc@depaul.edu http://is.depaul.edu




20. From the dropdown, select High.
Click OK.

21. Click Next.
Click Next again.

22. Type a name for your rule, such as
“My SharePoint Approvals.”

Click Finish.

23. When prompted with a warning
message, click OK.

r]rr1|::u:rrtan¢:e uw

Specify the importance to set:

i o
[ ok R\“ Cancel |

- _ -
Rules Wizard » E

Finish rule setup.

Step 1: Specify a name for this rule

My SharePoint Approvals

Step 2: Setup rule options

|:| Run this rule now on messages already in “Inbox™
Tum on this rule

|:| Create this rule on all accounts

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
with noreply@depaul.edu in the sender's address

' and with a3
and with iin the body
mark it as high importance

|

|

||

t

cancel | [ <Back | wed- | [ Finish S

||

\ — ——
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Create a rule for the messages you don’t want.

This second rule will clean the approval messages you do not need out of your Inbox. It will
find all SharePoint approval messages that were not marked in your first rule and move them
to the SharePoint Approval folder you created.

24.In the Home tab of Outlook, click @ . 1] P |Searc
Rules. Select Manage Rules & Alerts. = =7 [~ a ESa

Rules OneMote Unread/ Categorize Follow _
- Read - Up~ Y

Always Move Messages From:

o Create Rule...
':‘EI Mal:\\}ge Fules & Alerts...

25. Click New Rule. r Rules and Alerts

E-mail Rules | panage Alerts

Apply changes to this foldern

g Mew Rule.r.\ Change Rule
AL

Rul der sh

._.l _ue{ap Mew F{ulv.=_~m—r =

26. Under the section “Step 1: Select a | Rules Wizard - " .- i
template," Choose Apply rUIe on Start from a template or from a blank rule

. Step 1: Select a template
messages | receive. Stay Organized
&,

*
13

Move messages from someone to a folder

Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder

|’ Flag messages from someone for follow-up

I Maove Microsoft InfoPath forms of a specific type to a folder
¥ Move R55 items from a specific R5S Feed to a folder
\ Stay Up to Date
\ Display mail from someone in the Mew Item Alert Window
\ =) Play a sound when I get messages from someone
\ Send an alert to my mobile device when I get messages from someone
| | start from a blank rule
I Apply rule on messages I receivy,
f *E1 Apply rule on messages I send [
¥

27. Click Next.
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28.In the section "Step 1:Select
conditions,” check the second and
seventeenth items:
e with specific words in the subject
e with specific words in the sender's

address
29.Under "Step 2: Edit the rule
description (click an underlined

value),” click with specific words in
the recipient’s address.

30. Enter noreply@depaul.edu.
Click Add.
Click OK.

31.In "Step 2: Edit the rule description
(click an underlined value),” click and
with specific words in the subject.

32. Type: Task assigned by
Click Add.
Click OK.

33. Click Next.

-
Rules Wizard | -

Which condition(s) do you want to check?
Step 1: Select condition(s)

[] from people or public group -
with specific words in the subject F
[] through the specified account

[] sent only to me

7] where my name is in the To box

[ marked as importance

[ marked as sensitivity

[] 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 or public group

[ with specific words in the body

[] with specific words in the subject or body
[ with specific words in the message header
'lth specific words in the recipient’s address
Ll

m

. S G W =

f gvith specific words in the sender's address
["] assigned to category category 57
H

Step 2: Edit the rule description [click an underlined value]

Apply this rule after the message arrives

withés cific wordsin the recipient's address
and with saecificé lrds inthe subject

-
Search Text

Specify a word or phrase to search for in the sender's address:
noreply@depaul.zdul

=)

Search list:

Remove

Q x

Step 2: Edit the rule description (click an underlined valug]

Apply this rule after the message arrives
with specific words in the recipient’s address

and withésge—cifi-c-wor% in the subject

-
Search Text

[S)

Specify words or phrases to search for in the subject:

task assigned by
Search list:

Remove

@ =

] [ Cancel
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34. In "Step 1: Select Actions(s)," choose
the first item: move it to the specified
folder.

35.In "Step 2: Edit the rule description
(click an underlined value),” click
move it to the specified folder.

36.In the popup window, select the
folder you created in steps 3 & 4.
Note: If at first you don’t see the
folder, you may need to click to
expand the Inbox.
Click OK.

37. Click Next.

38.In "Step 1: Select exception(s) (if

necessary)," choose the sixth item:
Except if marked as importance.

Rules Wizard | o -

What do you want to do with the message?
Step 1: Select action(s)

»

%}émgn it to the category category b
[[] delete it ‘ |

Step 2: Edit the rule description (click an underlined valug)

Apply this rule after the message arrives
with noreply@depaul.edu in the recipient's address
and with task gned by in the subject

maove it to the;

; gecifieﬂ?falder

-
Rules and Alerts

-~
— o
Choose a folder:
4 7] JDONELAN@depaul.edu [ ok ]
4| | Inbox|(2) L
SharePointApprnv& 3
[ |
| >
L]
L]
]
: [
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Rules Wizard —— - =5

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[] except if from peaple or public group s
] except if the subject contains specific words
7] except through the specified account
["] except if sent only to me
[] except where my name is in the To box

except if it is marked as importance

wcept if it is marked as sensitivity

[] except if it is flagged for action
[7] except where my name is in the Cc box
["] except if my name is in the To or Cc box
[] except where my name is not in the To box
[[] except if sent to people or public group
[] except if the body contains specific words
[7] except if the subject or body contains specific words
[] except if the message header contains specific words
[7] except with specific words in the recipient's address
f ] except with specific words in the sender's address
[7] except if assigned to cateqory category v

m
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39.In "Step 2: Edit the rule description
(click an underlined value),” click

40. From the dropdown, select High.
Click OK.

41. Click Next.

42. Give the rule a name, such as “Move
Others’ SharePoint Approvals.”

Click Finish.

Click OK.

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

with noreply@depaul.edu in the recipient's address
and with task assigned by in the subject

mave it to the SharePoint Approval folder

except if it is marked as?imgortancy?

r]mpurtance uw

Specify the importance to set:

| =
[ ok L\Ll[ Cancel |

MNext =

.
Rules Wizard  —— -

Finish rule setup.

Step 1: Specify a name for this rule

|Move Others' SharePoint Approvals

Step 2: Setup rule options

|:| Run this rule now on messages already in “Inbox™
Tum on this rule

|:| Create this rule on all accounts

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives

with noreply@depaul.edu in the recipient's address
and with task assigned by in the subject

maove it to the 5harePoint Approval folder

except if it is marked as high importance

r cancel | | <Back Next >
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