Auto-Filing Performance
Appraisal E-mails

An Organizational Demonstration
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Goals

Create a new “Performance Appraisal” folder in your inbox

Create a “rule” that when you get emails from it will
automatically filter into that new folder

Outcomes: all communications about your performance appraisal
submission in OnBase will filter into one file for easy finding later!




Creating the Folder

* Right click on “Inbox”
* Select “New Folder”
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*Type in “Performance
Appraisals” in the blank
box that appears

* Press “Enter”
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You made

This is what your new folder will look like©
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E-mail from Appraisal_no-reply @occ.edu

After your planning conference you will receive an email from appraisal_no-

reply@occc.edu

We are going to set arule around this e-mail address!
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Creating the Rule

* Right click on e-mail

Scroll to “Rules”

* Click on “Create Rule...”
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“Create Rule” Box

* This box pops up!

Ihis Phoicby Unknown Author is
licensed undelCC BY
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Create Rule *

When | get email with all of the selected conditions

] From Appraisal_no-reply@occe.edu

|:| Subject contains | Performance Appraisal - Plan for 0647221 - Audrey Fishe
DSentto me only v
Do the following

|:| Display in the Mew ltem Alert window

|:| Play a selected sound: Windows Motify Em » | ] Browse...

|:| Maove the item to folder: Performance Apprai Select Folder...

OK Cancel Advanced Options...

Selecting Conditions

* Select “From Appraisal_no-
reply @occc.edu”

e Select “Move the item to folder’

e Select “Select Folder”
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Create Rule x

When | get email with all of the selected conditions

From Appraisal_no-reply@occcedu

D Subject contains |Performance Appraisal - Plan for 0647221 - Audrey Fishe
[Jsentto | me only v
Do the following

|:| Display in the New ltem Alert window

|:| Flay a selected sound: Windows MNotify Em b | ] Browse...

Move the item to folder: | Performance Apprai Select Folder..,

oK Cancel Advanced Options...




Choosing the Folder

* Select “Performance Appraisal”

folder you made earlier T |
. " ” Whet Choose a folder:
[ ] Employee Relations -~ oK
Click “OK e O3 oo o]
+ [s j Board meetings Cancel Fishe
f [ mer P
Llse j Compliance New... § B
[] Benes
reld [ invoices
Ooi [ Let's Talk About
=_—| Misc, PPT re-dos -
e [ neo E
=M ] mewsletter
[1rD
jPerfurmanceAppra\sals ~
o == - = - ons.
OKLAHOMA CITY
COMMUMNITY COLLECE
Almost there!
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* Click “OK
Create Rule X
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‘When | get email with all of the selected conditions
[] Fram Appraisal_no-reply@occe.edu
D Subject contains  |Performance Appraisal - Plan for 0647221 - Audrey Fishe

DSentto me only ~

Do the following

D Display in the Mew Item Alert window

D Play a selected sound: Windows Motify Em » u Erowse...
Move the item to folder: | Performance Apprai Select Folder...
oK Cancel Advanced Options...




Final Step!

Box pops up!

Check it! Click “OK”

‘When | get email with all of the selected conditions

| From Appraisal_no-reply@occc.edu

Success

The rule "Appraisal_no-reply@occc.edu” has been created.

‘When | get email with all of the selected conditions

| From Appraisal no-replyi cc.edu

D Run this rule now on messages already in the current folder

Success

The rule "Appraisal_no-reply@occc.edu” has been created.

Run this rule now on messages already in the current folder

Move the item to folder: | Performance Apprai Select Folder...

oK Cancel Advanced Options...

Move the item to folder: | Performance Apprai Select Folder...

oK Cancel Advanced Options...
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Congrats!

E-mails from appraisal_no-
reply@occc.edu will now file
into your performance
appraisal folder!
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