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Overview & Purpose

Contractor Reporting Excel2Oracle (CRE2O) excel forms submit testing information into MoDOT’s database.  When processed email notifications go out to the MoDOT inspector and email addresses listed on the Send/Sync tabs.  This guide covers creating rules to automatically forward CRE2O notification emails.





[bookmark: _Toc230759884]Outlook Rule to Forward CRE2O Notification Emails
1. Click “Manage Rules & Alerts…” 
[image: rules action listed on outlook ribbon]
2. Click “New Rule…”
[image: New rule button under Rules and Alerts]
3. Click “Apply rule on messages I receive” then “Next”
[image: select "start from a blank rule" option under outlook rules wizard]
4. Check “from people or public group” 
a. Click link “people or public group” below
[image: under step 1 select condition check from people or public group ]
5. Enter Excel2Oracle-CM@modot.mo.gov in the “from” field then click “OK”
[image: enter excel2oracle-cm@modot.mo.gov as the email address for the rule condition, this is the email address the CRE2O notifications come from]
a. Then click “Next >”
[image: click next button after entering the email address]
6. Check “forward it to people or public group”
a. Click “people or public group” below
[image: select action to apply when you get a CRE2O notification email.  check "forward to people or public group" then click on the "people or public group" link below to enter who you want to forward the CRE2O notifications to]
7. Enter group email address you want the notifications forwarded to then click “OK”
[image: enter email addresses you want to forward CRE2O notifications to]
8. Click “Finish” 
[image: click finish to return to the "rules and alerts" screen & close out the rules wizard]
9. Click “Apply” and rule should now automatically forward CRE2O notification emails to the selected email address
[image: click apply to start applying the rule that forwards the CRE2O notifications]  


[bookmark: _Toc230759885]Outlook Rule to move CRE2O Notification Emails forwarded to you
Forwarding CRE2O notifications emails changes the email address to the email address of the user who forwarded the email.  To sort these emails into a subfolder the rule needs to go by specific text in the subject line.  

FW: Successful E2O Report
FW: Rejected E2O Report

1. Click “Manage Rules & Alerts…” 
[image: rules action listed on outlook ribbon]
2. Click “New Rule…”
[image: New rule button under Rules and Alerts]
3. Click “Apply rule on messages I receive” then “Next”
[image: select "start from a blank rule" option under outlook rules wizard]
4. Check “with specific words in the subject”
a. Click “specific words” below
[image: select condition looking for specific words in the subject line, we are setting up a rule to sort forwarded CRE2O notifications that will not come from the CRE2O email address]
5. Type in FW: Successful E2O Report and click Add
[image: first text to enter is FW: Successful E2O Report

text is case-sensitive, click add to make this the first of two string values used as the condition triggering the rule]
That will add the text in the “Search list” 
[image: after clicking add the search list should have "FW: Successful E2O Report" listed]
6. Type in FW: Rejected E2O Report and click Add
[image: second text to enter is FW: Rejected E2O Report

text is case-sensitive, click add to make this as a second condition triggering the rule]
7. Should have both values in the “Search list” as shown below, then click “OK”
[image: when done search list should have both text values listed as conditions triggering the rule]
8. Click “Next >”
[image: click next to define what outlook does with the emails meeting the condition ]
9. Check “move it to the specified folder”
a. Click “specified folder” below
[image: check the option "move it to the specified folder" and click the "specified" link below to select the folder you want the forwarded emails to be sorted into]
10. Select the folder you want the CRE2O notifications moved to and click “OK”
[image: select a folder to move the CRE2O notifications, there is a "New..." button if you want to add a new folder under your inbox]
11. Click “Finish”
[image: click "finish" to complete the rules wizard]
12.  Click “Apply”
[image: click "Apply" under rules and alerts to make the rule active]
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