Voucher Created Email Notification Instructions
October 8, 2018
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Requested By Notification Center

1. Beginning October 8, 2018 the person listed as “Requested by” is the person requesting the order for the

goods/services. This person will only be receiving the Voucher Created email notifications for this order.

Notification Center

Receivers [ a4

=8

Available Receivers

| Primary | Mame | Hawk ID | Phone Email Dapartment Location Remove

<- Add Selected

The person listed as "Requested by” is the person requesting the order for the goods/services. This
person will be receiving email notifications for this order including the Voucher Created email. To

Requested by -1% add populate the Requested by table below enter a valid HawkID.

Hawk ID Name Phone Email Department Location Remove
MizDAM | J2|Adam, Michael 1 319/335-1861 |michael-adam@uiowa.edu WPFO-Purchasing 211 PCO x
Thu 9/13/2018 3:00 PM
acntpay@uiowa.edu
Mew vouchers created and available for review on 09/13/2018
To B Adam, Michael 1
ﬂYou replied to this message on 9/13/2018 3:14 PM.
If there are problems with how this message is displayed, click here to view it in a web browser,
Michael,
This email serves as notice to you that the following vouchers were created and are available for review:
| Voucher | Voucher Gross Amount PO # | Recv Reqd | PO Receipt Status Invoice Vender Sch. Pay Date
82974940 $2,529.28 1001977036 Yes PO Not Recetved |ma_ 1001977036 | Halyard Health Inc 10/11/2018 Jiew Voucher
050-05-031000000-50649100-6070-000-00000-60-0000
82974945 $86.330.00 1001977032 Yes PO Not Recerved |ma_1001977032 | Jali Medical Incorporated | 10/04/2018 Jiew Voucher

050-04-021000003-50259600-6730-000-00000-30-0000
View ALL Vouchers | View ALL Scanned Invoices

Direct questions/suggestions to acntpay(@uiowa.edu.

2. If you need to make a change to the Requested by person after the order is workflow complete, please contact

pregs@uiowa.edu. The team will need the Purchase Order number, full name and HawkID of the Requested by
person that the order is changing to.
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Requested By Outlook Rule (Optional)

1. If you are the Requested by person, and you would like to have your Voucher Created Emails forwarded to
another individual(s) you will need to create a Microsoft Outlook rule. This functionality has replaced the
Maintain your requestor relationships that used to exist in APPO which has been disabled.

2. Open aVoucher Created Email and click on “Rules” in the Outlook Ribbon.

L - New vouchers created and available for review on 09/13/2018 - Message (HTML)
[USNSRN  ADOBEPDF  Q Tell mewhat youwantto do...
- = = - . = O Find
£ Ignare £2 (7,] Ty B2 Meeting U SharePaint 3 To Manager ¥ g Rules = 3 B | in
- x e 3 M- 3 Team Email v Done T OneMote E—| i () ) Related - C)\
& junk- Delete  Reply Reply Forward = e 7 Assign Mark Categorize Follow  Translate Zoom
L Al o) More - & Reply 8 Delete ¥ Create New - EPActions™  plicy~ Unread z e . } Select~
Delete Respond Quick Steps Move Tags [} Editing Zoom
Thu 9/13/2018 3:00 PM
acntpay@uiowa.edu
New vouchers created and available for review on 09/13/2018
To B adam, Michael 1
@ vou replied to this message on 9/13/2018 3:14 PM.
If there are problems with how this message i displayed, click here to view it in a web browser.
Michael,
This email serves as notice to you that the following vouchers were created and are available for review:
‘ Voucher | Voucher Gross Amount PO# | Recv Reqd | PO Receipt Status Invoice Vendor Sch. Pay Date
82974940 $2.529.28 1001977036 Yes PO Not Received | ma_1001977036 | Halyard Health Inc 10/11/2018 | View Voucher
050-05-031000000-50649100-6070-000-00000-60-0000
82974943 $86.330.00 1001977032 Yes PO Not Recerved | ma_1001977032 | Jah Medical Incorporated |  10/04/2018 | View Voucher
050-04-021000003-50259600-6730-000-00000-30-0000
View ALL Vouchers | View ALL Scanned Invoices
Direct questions/suggestions to acntpay@uiowa.edu.

3. Click “Create Rule”.

;= Rules - |E—| |/q;, !__ |b’ a

Always Move Messages From: Accounts Payable
3

;i Create Rule...

‘|:| Manage Rules & Alerts...

4. Create Rule pop-up window displays.
a. Check the box, “From Accounts Payable”
b. Check the box, “Subject contains”
c. IMPORTANT! Remove the reference in the email subject line ‘on mm/dd/yyyy’. This step is needed so
that this rule is not dependent on the specific date in the subject line.

Create Rule >

When | get e-mail with all of the selected conditions

From Accounts Payable

Subject contains  rouchers created and available for review on 08/13/2015
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d. Check the box “Sent to” me only
e. Click “Advanced Options...”

Create Rule d
When | get e-mail with all of the selected conditions

From Accounts Payable

Subject contains | New vouchers created and available for review
[]sentto | me anly
Do the following

|:| Display in the Mew Item Alert window

[IPiay a selected sound: Windows Naotify Em » [ | Browse...

|:| Move the item to folder: |5elect Folder Select Faolder...

OK Cancel \Advanced Options...

5. Rules Wizard pop-up window displays.
a. Click “Next”

Rules Wizard *

Which condition(s) do you want to check?

Step 1: Select condition(s)

|w|isent only to me s
from Accounts Payable

with Mew vouchers created and available for review on ... in the subject
[] sent to Adam, Michael |

[] with New vouchers created and available for re... in the subject or body
["] through the specified account

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged far 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

[] with specific wards in the 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 cateqory category bd

Step 2: Edit the rule description [click an underlined value}
Apply this rule after the message arrives
sent only to me

and from Accounts Payable
and with New vouchers created and available for review in the subject

Cancel < Back Finish
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b. Check the box, “forward it to people or public group”.

Rules Wizard

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

["] move it to the specified folder
[[] assign it to the category category
[] delete it
permanently delete it
E move a copy to the specified folder
; people or public group
[7] forward it to people or public group as an attachment
[ redirect it to people or public aroup
[7] have server reply using a specific message
[] reply using a specific template
[] flag message for follow up at this time
[] clear the Message Flag
[] clear message's categaries
[] mark it as importance
[] print it
[ play a sound
[ mark it as read
[] stop processing mare rules

Step 2: Edit the rule description (click an underlined valug)
Apply this rule after the message arrives
sent only to me
and from Accounts Payable
and with New vouchers created and available for review in the subject
forward it to people or public group

Cancel < Back Finish

Under Step 2, click the underlined text “people or public group” to add people from the directory you

wish to have your Voucher Created email forwarded to.

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

[] move it to the specified folder

["] assign it to the cateqory category

[] delete it

["] permanently delete it

[ ] move a copy to the specified folder
forward it to people or public group

[] forward it to peaple 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
[] clear the Message Flag

["] clear message's categaries

[] mark it as importance

[] print it

[] play a sound

["] mark it as read

[7] stop processing mare rules

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

Apply this rule after the message arrives
sent only to me
and from Accounts Payable
and with New vouchers created and available for review in the subject

forward it to ie-:ugle or public group

Cancel < Back Mext > Finish
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Use the Search box to find the person you would like to add.

Rule Address

() More columns  Address Book

Offline Global Address List - michael-adam@uiow -

Advanced Find

Title

Business Phone

Location

Business Analyst

+1 319 335 0384

Click “To” to add the person.

Rule Address x
Search: @Name only OMore columns  Address Book

leichty Go Offline Global Address List - michael-adam@uiow Advanced Find
| Mame Title Business Phone Location Dep

Business Analyst

a Leichty, Kayla A Student - College of Libera...

a Leichty, Taylar E Student - College of Mursi...

a Leidal, Rebecca R Physician, Student Health ... 3185 WL 5t

& Leidel, Matthew R

a Leider, Julia M Student - College of Libera...

a Leidigh, Alissa L Student - College of Libera...

a Leidigh, Reid D Student - College of Libera...

a Leiding, Megan M Office Work JH Tr

a Leiding, Sara M Student - College of Libera...

a Leidinger, Mariah R Research Specialist [319) 335-8145 143 MRC Pi

a Leiferman, Joseph T Student - Unknown Colleg... H

& Leiffert, M-Elizabeth O Clerk IV (319) 384-9358 6004 BT P:

; Leigh, Braden L Student - Unknown Colleg... cl

® laink Caral & Admin Saniicas Mananar 12181 3354747 1.751 MFR oY

L4 >

‘To - |
[ o ] conce

If you wish, repeat the search to add multiple people to this rule.

Click “OK” when you are done adding people to the rule.

Rule Address

leichty

Search: @Nameonly OMorecolumns Address Book

Go Offline Global Address List - michael-adam@uiow

Advanced Find

|Name

Business Phone

Location

Dep!

2 , Kayla A
a Leichty, Taylor E Student - College of Mursi...
a Leidal, Rebecca R Physician, Student Health ... 3185 WL 5t
& Leidel, Matthew R
a Leider, Julia M Student - College of Libera...
a Leidigh, Alissa L Student - College of Libera...
; Leidigh, Reid D Student - College of Libera...
a Leiding, Megan M Office Work JH Tr
a Leiding, Sara M Student - College of Libera...
; Leidinger, Mariah R Research Specialist [319) 335-8145 143 MRC P:
a Leiferman, Joseph T Student - Unknown Colleg... H
& Leiffert, M-Elizabeth O Clerk IV (319) 384-9858 65004 BT P:
; Leigh, Braden L Student - Unknown Colleg... cl
® |aink Carnl A Admin Sarvires Mananar 2141 335.9747 1.751 MFR oY
£ >
To -= Leichty, Christine L
=
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h. Click “Next”.

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

[[] move it to the specified folder

[] assign it to the cateqory category

[] 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 fallow up at this time
[] clear the Message Flag

] clear message’s categories

[ mark it as importance

[] print it

[ play a sound

] mark it as read

[7] stop processing mare rules

Step 2: Edit the rule description [click an underlined value)
Apply this rule after the message arrives
sent only to me

and from Accounts Payable
and with

forward it to: V. i

and available for review in the subject

Cancel < Back Finish

i. Click “Next”.

Rules Wizard

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

Déexcept if from people or public group

[] 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

[7] except if it is marked as sensitivity

[] except if it is flagged for action

[7] except where my name is in the Cc box

[7] 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 cantains specific wards

[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
[] except with specific words in the sender's address
[] except if assigned to cateqory category

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
sent only to me
and from Accounts Pavable
and with New vouchers created and available for review in the subject
forward it to Leichty. Christine L

Cancel < Back Finish
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Specify a name for this rule.
i. Example...”Voucher Created Email”

Rules Wizard *

Finish rule setup.

a name for this rule

‘Woucher Created Email

Verify the Step 3 information and if it looks good, click “Finish” to complete the rule.

Rules Wizard >

Finish rule setup,

Step 1: Specify a name for this rule

Youcher Created Email

Step 2: Setup rule options
|:| Run this rule now on messages already in “Inbox”

Turn 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
sent only to me

and from Accounts Payable

and withiMNew vouchers created and available for reviewiin the subject
forward it to Leichty, Christine L

Cancel < Back Mext =
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If you need to make changes to the Outlook rule, click “Rules” in the Outlook Ribbon.

NP "EI Rules - E

_;m OneMote ]
Mawve . Assign
« [P Actions - Palicy ~
= Move

Click “Manage Rules & Alerts...”

- b /_\.
Y Rules = Ny I
Always Move Messages From: Accounts Payable
Mowve y g 7 al
< .0 Create Rule..

‘-.IEI Manage Rules & Alerts...

Rules and Alerts pop-up window displays.

Rules and Alerts >

E-mail Rules  Manage Alerts

s Mew Rule... Change Rule - E@ Copy... ){ Delete Bun Rules Mow... Options
| Rule (applied in the order shown) Actions |
Voucher Created Email iT

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
sent only to me

and from Accounts Payable
and with Mew vouchers created and available for review in the subject

forward it to Leichty, Christine L

D Enable rules on all messages downloaded from R55 Feeds
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