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Why Create a Rules Wizard?

HRIS — Learning Management will notify you via email when one of your employees enrolls, drops, or completes a training activity or program. This will
help you track the training attendance of your team members.

With the Outlook Rules Wizard, you can manage incoming email messages by defining instructions to be applied to certain e-mail messages in certain
scenarios--for example, training notifications. Before a Rules Wizard is set up, you must create a new Training Notifications folder in Outlook.

Training natifications supervisors/managers are Cc:ed on:

Confirmed Registration in Program

How to Create a New Folder for Training

Dropped Registration in Program N O t I fl C atl ons
Incomplete Program 1. Open Microsoft Office Outlook.
2. Create a New Folder in your Inbox.
— 3. Name the new folder “Training Notifications.”
Completed Activity If you need further instructions on creating folders, visit:

http://office.microsoft.com/en-us/outlook/HP052431101033.aspx?pid=CH063564631033

Confirmed Enrollment

Dropped Enroliment

Incomplete Activity

Waitlisted Enrollment

Completed Program

Cancelled Activity



http://office.microsoft.com/en-us/outlook/HP052431101033.aspx?pid=CH063564631033
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How to Create a Rule Wizard for Training Notifications

1. Open Microsoft Office Outlook.
2. On the Tools menu, click Rules and Alerts.
Find 3

[CER | Address Boak...  Crkrl+Shift+B

Mailboy Cleanup. ..

{a] | Empty "Deleted Trems" Folder

Forms 3
Macra 3
Speech

E-mail Accounts...
Cuskomize...

Options...
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5. Click on New Rule.

Rules and Alerts

Manage Alerts

Lﬁr&ew Rule)ClJange Rule = 53 Copy... X Delete | # % RunPRules Mow,.. Options

Md in the arder shown) Actions

Request requires additional processing

Move messages sent from Angie's Lisk to Calendar
Request requires processing (1)

Mowe messages sent Fram Amazon,com of Mark Ritchie for Secrekary L., 1Y
Request has been processed

Request requires processing

[>

MY X X

data warehouse T w

Rule description {click an underlined walue to edit):

Apply this rule after the message arrives
with READ: in the subject or body
move it to the Read Receipts Folder

Ik ] [ Cancel Apply
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6. Check the Start creating a rule from a template option.
7. Select the Move messages from someone to a folder.
8. Click the Next button.

Rules Wizard

| () Start creating a rule from a template
{_) Start From a blank rule %

Step 1 Select a kemplate

1eone ko a Folder
7 Move messages with specific words in the subject to a folder
5 Move messages sent to a distribution list to  Folder

X Delete a conversation
¥ Flag messages from someone with a colored flag
Stay Up to Date
S Display mail from someone in the Mew Ikem Alert Window
il Play a sound when I get messages from someone
a Send an alert to my mobile device when I get messages from someone

Step 2 Edik the rule descripkion (click an underlined value)

Apply this rule after the message arrives
from people or diskribukion lisk
maove it ko the specified Folder

Example: Move mail from my manager to my High Importance Folder

Mext> | | Finish
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9. Select the following conditions:

v" from people or distribution list

v" where my name is in the Cc box
10. Click the Next button.

Rules Wizard

X

Which condition{s) do vou wank to check?
Step 1: Select conditiongs)

rom people or distribution lisk

|| with specific words in the subject
[ through the specified account

[ ] sent only to me

[] where my name is in the To box

[ ] marked as importance

[ ] marked as sensitivity

|| Flagged for action

shere my name is in the Cc box
=There my name is in the To or Cc box
[] where my name is not in the To box
[ sent to people or distribution lisk

[ ] with specific words in the body

(>

4

Step 2i Edit the rule description {click an underlined alue)

Apply this rule after the message arrives
where my name is in the Co box

and From people or distribukion lisk
move it to the specified folder

Cancel ][ < Back ” Mext = l[ Finish
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11. Edit the rule description (click an underlined value). The rule description should read: Apply this rule after the message arrives where my name is
in the Cc box and from traininganddevelopment@ci.minneapolis.mn.us move it to the Training Notifications folder.

12. Click the Apply button.

13. Click the Finish button.

-

Rules and Alerts

E-mail Rules | Manage Alerts

Lﬁ-ﬂew Rule... Change Rule ~ 53 Copy... >( Delete | + % RunPRules Mow... Qptions

Rule {applied in the arder shown) Actions
where my name is in the Cc box
Reguest requires additional processing
Move messages senk From Angie's Lisk bo Calendar
Request requires processing (1)
Move messages sent from Amazon, com or Mark, Rikchie for Secretary ...
Request has been processed
Request requires processing
READ: - w

|

L

XX X X

Fule description (click an underlined value to edit):

apply this rule after the message arrives
where my name is in the Cc box

and Fram Training and Development
rmaove it ka the Training Motifications Falder

K, l [ Cancel Apply



mailto:traininganddevelopment@ci.minneapolis.mn.us

