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1. Introduction

The electronic RFO system is intended to streamline the process of sending out Letters of
Offer for the University. It is an online workflow system which creates, audits and
completes Recommendations for Occupancy.

This system will fully automate the Recommendation for Occupancy process allowing areas
to track the progress of the authorisation process and exactly when it arrives into Human
Resources (HR). The system is directly linked to the HR information system (Alesco) and the
electronic contracts system allowing some of the information to be automatically
populated.

This user guide has been prepared as a guide to use the application. It details the steps
involved for completing the following main tasks:

e Accessing the RFO form

e Saving a RFO

. Submitting a RFO

e Keeping track of the RFO status
i Approving/Rejecting a RFO

2. Accessing the RFO Form

Browser requirements: Internet Explorer (IE) 7 or above.

There is a single sign on (SSO) implemented from OASIS.

1. Login to OASIS
Select the HR Green Applications banner from the “important links” channel
(pictured above).

3. This will display the landing page for the HR applications.
Select “Recommendation for Occupancy” menu item across the top.

5. Then select the “create RFO” menu item from the left hand list (shown below)



Screen 1
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CURTIN HOME STUDY  ABOUT US RESEARCH COMMUNITY POPULAR LINKS

RECOMMENDATION FOR OCCUPANCY (RFO)

Recommendation For Cooupancy

Create Recommendation Recommendation for Occupancy (RFQO)

Ky Recommendations

The electronic RFO system is intended to streamline the
appointment process by allowing areas to complete the
form, attach supporting decumentation, forward to
nominated signatories for approval, and then to Human
Resources for processing. It is a complete workflow system
which creates, tracks and delivers compliant RFOs to
Human Resources which in turn can generate an
electronic Letter of Offer.

Pending Recommendations

HR Applications

This form is 10 be used when an area requires 1o appoint a person inlo an
established position within the work area. It can be used for all new and
further appointments or 1o vary an already existing appointment for a
penod of 2 years or more
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6. Selecting the “Create Recommendation” link will open the RFO form as shown below



Screen 2

Recommendation For Occupancy (RFO)

All fields in this form are mandatory unless otherwise specified. Please complete all mandatory fields before submitting your request.

Once you submit an RFO request, it will be sent for approval to the relevant parties (as you would specify on the existing paper form).
HR will only process the request after all levels of approval have been obtained. You will be notified via email of any actions taken

regarding your request once it is submitted.

Appointee Details

Appointment Details

Appointment method is either through an advertising process (competitive merit selection process) where a requestto
advertise has been sentto HR, or by direct appointment to a pasition {individual merit selection process).

Individual merit: the hiring manager carries out a documented assessment of an individual candidate to determine their merit

for the positian.

Curtin Research Fellowship: only to be used by R&D through the annual Curtin Research Fellowship process.

Appointment Method

@ By Competitive Merit

© By Individual Merit'Curtin Research Fellowship

Employment Status

@ Existing staff

) Mew staff

) Existing Staff Changing from Academicto General/Professional orvice-versa

Personal Details

Staff ID

Populate Staff Details

Gender
[=]

Personal Title

Last Name




3. Creating and Saving a RFO

To create a RFO and save the request for later, please follow the steps below.

1. Select the Create RFO menu item.

Enter all details on the appointee details page, ensuring you complete all mandatory

fields.

3. Then select the “save” button at the bottom of the form.
4. This will save the RFO so that you can later access it again to either complete and

submit or cancel.

3.1 Viewing a saved RFO

Once you have saved a RFO you may access it at any time to amend the RFO details, submit

the RFO or cancel it if it is no longer required.

To view a saved RFO please perform the following steps.

1. Login to OASIS to access the RFO application or login to the RFO application directly

at http://hrrfo.curtin.edu.au

2. Once your are logged in, select the “my requests” menu item from the left

navigation menu

3. This will display the list of RFO’s which you have created. See below.

Screen 3
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HR APPLICATIONS

Cveremw

Creste Rucern Recommendations you have submitted

If any of the recommendations below have a status of
*Saved” then you will be able to click on that row o edit

and submit that recommendation.

WD I DATE SUBRNTTED

4. Select the saved RFO which you need to access by clicking on the RFO ID number.
5. This will open the RFO and you will be able to edit/complete as required.

6. You may save the new changes, submit or cancel.



http://hrrfo.curtin.edu.au/

The previous and next buttons save the changes you make to a page, therefore all the
mandatory fields on a current page need to be completed for the changes to be saved.

3.2 Cancelling a RFO

If you have created a RFO and saved it, you will be able to access it to make amendments.
In order to cancel a saved RFO, please follow the steps outlined below;

Login to OASIS and access the HR Applications banner.
Alternatively you may wish to navigate directly to http://hrrfo.curtin.edu.au

1

2

3. Select “Recommendation for Occupancy” tab across top of page.

4. Select “my requests” menu item from the left navigation menu.

5. This will display a list of RFO’s which you have created.

6. Then select the saved RFO which you no longer require.

7. The RFO form will be displayed with the details that have been included previously.
8. At the bottom of the form select the “Cancel” button.

9. A dialogue box will be displayed to confirm removal of RFO.

Screen 4

The page at https://rfo.raduat.curtin.edu.au says: *

Position [
By clicking Cancel, you will be removing this RFO from being
available te you.

For academic i Ifthat is notthe case, please contact Position

Management oK Cancel nitting the RFO.

Staff Type
Academic

Position Number
3497727 Populate Position Details

Position Title
Clinical Coordinator

Position Category
Curtin Research Contract

SchoollArea
School of Psychology and Speech Pathology

Faculty
Health Sciences

Position Reports to Title
Head of School

Position Reports to Number
101132E

Campus
Bentley Campus

C Level
AZ20PSYHCS00000

C Level Description
Human Communication Science

Position Type
Research lz‘

Cancel ] [ Save ] I Next]
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10. When you click on the ok button you will then be returned to your list of requests
and this request will be deleted.

4. Submitting a RFO

In order to submit a RFO, you will need to create a RFO, complete all mandatory fields and
select the Submit button. There are different staff member roles involved in the creation of
a RFO, namely;

e Administrative Officer/Team Leader/Manager: person who will complete and
submit RFO.

e Line Manager: Person who will normally be the first approver.

e Area/Faculty Approver: Normally either Director/Associate Director or Faculty
Business Manager.

If required both approvers can be the same person, but normally this is not the case.

When submitting a RFO, you will be prompted with a message dialog box to confirm
submission as this will trigger the workflow.
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| g aphcstors B OnaTa MINGLTA Pageesm. |7 I

WI Curtin University

Corisciun Usp Feb OADE bge Find sladl Sewth

CURTINHOME  STIDY  ABOUTWS  RESEARCH  COMMUNTY  POPULAR LINKS

HR APPLICATIONS

Crnmis Racammanzation @ Confirmation P
My Recommindabiong

Pandieg Ricsnmeadalions “¥our RFD) AR C44N BUCCS STl S5mitiec 10 30proval. ONce A0PIoved by T RRCOTITAncer and ACCrovIEl fou haw

renddind o thi o, s RE0 will Ba st 1o WL Tt procassing

Log OM230S1C

Vet FFE 10 i 17, You will ba 3818 5 rack the status of your RFO hece: Nps:

BUFFD

5. Keeping track of the RFO

The requestor is able to keep track of the RFO by following the steps below:

1. Loginto OASIS and select the banner for HR Applications.

Alternatively navigate to http://hrrfo.curtin.edu.au and login using oasis staff

login credentials.

Once logged in, select “my requests” from the left menu under the

Recommendation for Occupancy tab as shown on the screen below.
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Then select the submitted RFO which you want to keep track of.
The RFO details will be displayed in a read-only format. All the RFO details

completed as well as a history of the progress will be displayed. An example

is displayed in the following screen.
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Recommendation For Occupancy (RFO) #17

Log Off 238840
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Stats
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Authorization Details

Recommanded by
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Racommandation History
Stanus Person Dt Commecas
LERE] PIEAAC  QAANEONT 0324 PM Remammsnashan Cragted

110371 P Linpr pusemstind Aecememansation

Submimed  JINS140

Submited  2ISHC  SALEN10121PM RFO Reuiring Approval netilcabion email sent to 2448274

6. Approving or Rejecting a RFO

When a RFO is submitted the following happens:

e Confirmation message is displayed on screen
e An email will be sent to the relevant approver(s) for approval/rejection. This will be
detailed in the User Guide for Approvers.



7. Steps for creating and attaching a zip file

1. Select all the files to be included in the zip file attachment — as displayed on the screen

below.

File Edit View Tools Help

Organize v @ Open Print Burn

New folder

)

3¢ Favorites

B Desktop
4 Downloads
. Dropbox

"Zl Recent Places

= Libraries
@ Documents
JF Music
[E5] Pictures

i Videos

Ll Computer

ﬁ System (C:)

5 Home Drive (E)

5# CITS Shared (k)
. BSShared
. Business Solutions
. General
1. MOE
| Strategic_Services
"R

5# Common Shared (L)

i’

3 items selected  Title: Add atitle
Authors: Kurai Kupara

MName

Date modified

Type

| @ Acceptance tests V1.00.docx

28/10/2011 3:03 PM

Microsoft Word D...

| @ Acceptance tests V1.1.docx

2/11/2011 9:08 AM

Microsoft Word D...

| Acceptance tests.docx

25/10/2011 11:55 ...

Microsoft Word D...

m

Size: 739 KB

Tags: Add atag

Date modified: 25/10/2011 11:55 AM - ...

3 items selected

ﬁ. Local intranet

2. Then right-click the selection area. This will display a menu list as shown below:

Authors: Kurai Kupara

Date medified: 25/10/2011 11:55 AM - ...

i ubtitle Subtle Em..  Emphasis
File Edit View Tools Help
Siid e F Styles
Organize » Open Print Burn Mew folder B= - [ @ B ——
e Name Date modified Type Size
I Desktop |B] Acceptance tests V1.00.docx 28/10/2011 303 PM__ Miicrosoft Word D.. 27KB|
8 Downloads |E] Acceptance tests V1.1.docx 7/11/2011 2:00 PM___ Microsoft Word D... 3LKB|
)\ Dropbox M) Acceptance tests.q Open 19K8|
] Recent Places Edit
New
9 Libraries Print
% Dacuments
% Convert to Adobe PDF
o Music £ % Combine supperted files in Acrobat...
[&5] Pictures
8 Videos [ Scan with Microseft Fercfront Endpoint Protection 2010...
Sendto v |4 Compressed (zipped) folder
18 Computer o Bl Desktop (create shortcut)
System (C3)
& s e B Documents
5 Home Drive (I:) G2 Faxrecipient
?. CITS Shared (J}) Create shortcut _J Mail recipient
1. BSShared Delete <2 DVDRW Drive (D)
|| Business Solutions Rename &3 Home Drive )
b s:;:’a‘ Properties 8 CITS Shared ()
J
Common Shared (L)
| Strategic_Services = . .
3 5 PWA (\\projectcentral.curtin.edu.au@®ssL) (P:)
: Transfer (T:]
® Commen Shared (L) ? - _m .
=N e z o Application Drive (U:)
3items selected  Title: Add a title Size: 760 KB Tags: Addata
Wia y g



3. Select the menu item “Send to” as shown above. This will display the list of items with

“Compressedwith““Compress
“Compressed (Zipped) Folder”.

4. Select the “Compressed (zipped) folder item.

5. This will create a zip file with all the selected files within it. Selecting the zip file will display
the relevant files it contains.

6. The name of the zip file will be by default the first attachment name. You may rename the
folder.

7. You may now attach the zipped file.



8. Steps for Approvers

8.1 Email Notification

The Approver will receive an email which will indicate that an action is required by them.
An example of the email is displayed below.

Screen 9
I'/D'-' ¥ ¥ & % |5 FW: RFOID: 17 - Recommendation for Occupancy: RFO Requiring Approval - Message (Plain Text) - = X
o Message Insert Options Format Text Adobe PDF
W cut S [ e L = — ==
[y 4 AOEEE B@ (S m Yy e Y
=3 Copy
Paste . |B I U”aig/ A HE = 'f|| Address Check Attach Attach Business Calendar Signature | Follow Spelling
- J Format Painter — — =l Book Mames File Item  Card~ - Up~ - H
Clipboard (F] Basic Text Mames Include Options T || Proofing | !
[ro. J | |
[ee ]| |
Subject: |FW: RFO IC: 17 - Recommendation for Occupancg: RFO Requiring Approval |
i)
a
————— Original Message----- ]
From: noreply@curtin.edu.au [mailto:noreply@curtin.edu.au]
Sent: Friday, 4 November 2811 3:32 PM
To: Kerry Donnelly
Subject: RFO ID: 17 - Recommendation for Occupancy: RFO Requiring Approval
Dear Kerry Donnelly,
A Recommendation for Occupancy has been sent to you for approval by Clare Cole.
You are now able to go to https://hrrfotest.curtin.edu.au/RF0O/Show/17 and open this request.
Once the form has been ap[::r'oved by the final approver it will be sent to HR for processing. Your Recruitment
Advisor will contact you if any further clarification is required.
Once it has been fully approved and received by HR, a letter of offer will be sent out within 5 days.
Kind Regards




To access the approval page:

1. Select the link provided in the email. This will direct you to the login page of the
application
2. Login using your Oasis staff credentials.

The following page will then be displayed upon successful login.

Screen 10

SewLB Ll IS

2

HR APPLICATIONS

erdgw  Recommengation For OCCUpINcy  Request To Advemse  Vananion To Gonract

Recommendation For Occupancy
(RFO) #18

Overview @ Actions
Reasan

Status

[ Approve | [ Reject |

Authorisation Details

commuended by

plly (224827 A) - Recrufment Advisor

First Approver
Ky Donnelly (2

Recommandation History

Stalus Parsan Date

Appointment Details

The RFO details will be displayed as well as a history on the actions performed on the RFO.

8.2 Approving/Rejecting a RFO

From the previous section (Screen 10), you may select the “approve” button if all the RFO
details are correct. No reason will be required for you to approve a RFO.

If the details are incorrect and you want to reject the RFO, then you will need to provide the
reason for rejection.



Screen 11

ot~ [ et

HR APPLICATIONS

Overdew  Recommendalion For Ocoupancy  Reauest To Adveibse  Variation To Conlract

Recommendation For Occupancy
(RFO) #18

Log Off 2448274

Overview © Actions
You st spocily a ieason when ijecting
Stonss a recommandaton
Submittes

Reason
Applicant Name
ssdtisa asdias
Schoolirea L |

Hurman Resaurcss
Vi Chancxliory

Authorisation Details

Recommended by
Ky Doanelly (448274} - Recruitment Advis oe

Firet Approvar
Kiatry Dennally (2

RETA) - RACTUtmant Amisoe

Recommendation History

Sintus Parson Date Comments

Saved JABSI4E DANAR01102 42 PU Rocommendalion Croad

Submimed 230514C CAM12011 0343 P User susmitied Recommendation

Submiod TARSI4C 0411201103 43PU RFQ Roquiring Approvad nofficadion email sent o 2448274

Appolntmant Detalls

When you insert a comment and then click the reject button the following email will be
generated and sent back to the requester the email (shown below) includes the rejection
comment.



Screen 12

I/D HY S« = FW: RFO ID: 5 - Recommendation for Occupancy: RFO Rejected - Message (Plain Text) R
i+ ] =
s Message Insert Options Format Text Adobe PDF (7]
b cut T (e - BB
5 - AWEEIE) A8 & § =8 a Wil ¢ V
~ 53 Copy | !
Paste = | Bl || 22 A | | = Address Check || Attach Attach Business Calendar Signature | Follow Spelling
J Format Painter — = - Book MNames File  Ttem Card~ - up~ -
Clipboard F} Basic Text i Mames Include Options || Proofing
(o) | |
Ce| |
Subject: |FW: RFOID: 5 - Recommendation for Qccupancy: RFO Rejected |
L
-

————— Original Message-----

From: noreply@curtin.edu.au [mailto:noreply@curtin.edu.au]
Sent: Tuesday, 1 November 2811 12:49 PM

To: Clare Cole

Cc: Deepti Heera

Subject: RFO ID: 5 - Recommendation for Occupancy: RFO Rejected

Dear Clare Cole,
A Recommendation for Occupancy has been received by Deepti Heera.

Rejection Reason:

cannot approve :-(

Due to the reason above we are unable to process this request.

Please contact Deepti Heera to discuss the above issues before you submit another Recommendation for Occupancy.

If you are confident that all information is correct and you want to approve you can click on
the approve button. This will automatically send the RFO to HR for approval and action. It
will also generate the email back to the Requester and Approver (see below).

Screen 13

From: noreply @curtin.edu.au Sent: Mon 29/07,/2013 10:22 A
Tor (¥ Deepti Heera

Cc ¥ Deepti Heera

Subject: [Test] - RFO ID: 414 - Recommendation for Occupancy Approved

* Position Number: 3497687

* Position Title: Lecturer in Anatomy &amp; Pathology
* Salary Level: ALB step 01

* Duration: Continuing Part Time

Dear Deepti Heera,

Your Recommendation for Occupancy for Deepti Heera has been fully approved by your faculty/area and received by HR on 29/07/2013 10:22 AM. Your HR Officer will ensure all
details included are in line with Curtin's policies and procedures and will contact you for clarification if required. Once all details are agreed a Letter of Offer will be generated
within 5 business days.

If you need to contact HR in regards to this Recommendation for Occupancy then please quote the ID number #414.

Kind Regards
Remuneration and Appointment Services

Human Resources
HR Client Services




8.3 Reminder Emails

If you haven't approved or rejected a RFOfor which you are an approver,an email will follow
every two (2) days after the original email has been sent toyou.



8.4 Final Acknowledgement Email

Once a RFO has been processed and approved by HR, an email will be sent to the Requester
and Approver(s) confirming receipt. An example of the email is displayed below.

Screen 14

Message

Clipboard

|6n lg'j') it
" el

Tl

Insert Options Format Text

Arial MER LS

il Basic Text

This message has not been sent,

Adobe PDF
= .||Aad}

=|/iE -g_§|| Address Check

Book Mames
Mames

Attach Attach Business Calendar Signature

File

Ttem

RFO (ID X2 fully approved and actioned - Message (HTML)

Card =~
Include

e b 4

Fallow
Up~
Options

Spelling

T || Proofing

Lro. ] |

Cee ] |

Subject:

| RFO [ID XX} fully approved and actioned

Dear XXX

Kind Regards

The contact person within the area will be cc’d in when the letter of offer is sent out electronically.

Your RFO has been received and fully approved by HR. It will now be processed inline with HR Contracts Dates and Deadlines and will be processed
within 5 days. The letter of offer will be generated and sent out within this 5 day processing time.

I

Likewise if the RFO is rejected by HR, then an email will be sent to the Requester and
Approver(s) with the rejection reasons.




9.0 Creating a rule in your inbox to direct RFO/RTA emails

If you require all automated response/reminder emails generated from the electronic RTA/RFO
system to go directly to a specific folder please follow the steps below.

First you will need to create a new folder in your outlook ready for automated emails to be stored.
This can be done easily by clicking on the File tab at top of outlook, then New, then Folder. This will
prompt the create new folder box below and you will need to decide where you want the folder to
sit and what you would like to name the new folder.

Create Mew Folder

MName:

Eolder contains:

|Mail and Post Tkems w |

Select where ko place the Folder:

= @ Mailbio: - Clare Cole
;‘a@ Calendar
8= Conkacks
{a] Deleted Items (72)
L7 Drafts [4]
=} inbox 4V
éﬂ_ Journal =
L @ Junk E-mail [£]
o | Motes
L= outbax
[+ =3 Sent Ttems

|

|

(0] 4 l [ Cancel

Then you can move to creating the rule to allow all automated emails from the electronic RTA/RFO
system to be placed directly into that folder.



In microsoft outlook click on the tools tab across the top of outlook and from the drop down menu

select “Rules and Alerts”.

This will bring up the box below

Rules and Alerts

E-mail Rules | Manage Alerts

@M&w Rule... ChangeRule - 53 Copy... >< Delete & % BunFRules Mow,., Qptions

Rule {applied in the order showven) Actions
RTAIRFO (A3
RTA RFO (A3
Clear cateqories on mail (recommended) '%“

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
From noreply@curtin, edu, au
move it to the Inbos folder

[]Enable rules on all RSS Feeds

Ok, l [ Cancel apply

Click on the New Rule box at the top left of this box and this will bring up another box below



Select the highlighted option of “move messages from someone to a folder”

Rules Wizard §|

Skart From a kemplate or from a blank rule
Skep 1: Select a kemplate
Stay Organized
-3 Move messages From someons ko a Folder
.Ij Maove messages with specific words in the subject ko a Folder
3 Move messages sent to a diskribution list to a Folder
>( Delete a conversation
? Flag messages from sameane For Fallow-up
-.j Mowve Microsoft Office InfoPath Forms of a specific byvpe to a Folder
5 Move RSS items From a specific RS5 Feed to a Folder
Stay Up to Date
= Display mail from someone in the Mew Item Alert Window
W Play a sound when I get messages from someone
'@ Send an alert to my mobile device when I get messages from someaone
Start from a blank rule
A Check messages when they arrive
=1 Check messages after sending

Step 2: Edik the rule description (click an underlined walue)

apply this rule after the message arrives
framipeople or diskribukion lisk
move it ko the specified Folder

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

Mext> | | Finish

In step 2. (above) click on the “people or distribution list”



This will bring up the rule address book. In the From box at the bottom left corner, type in
noreply@curtin.edu.au this isthe email address that all automated notification emails will come
from. Click OK

)

earch: O arne only OMo[e columns Albdress Book

Globai Address List \% Ady_anced Find

Name Title Business Phone Locatic
a a2study Generic Mailbox
d Aab Generic Mailbox 3113 101
A AA3 Conference Generic Mailbox
A Aamir Parkar Sessional Academic
A Aaran Mohann Sessional Academic 9266 3954 303,
a Aaron Beagley University Associate (Geon) 2015
Aaron Beagley
A Aaron Chew Abacus Lab Supervisor
A Aaron Chin Systems Analyst 2856 101.1
A Aaron Frost Records Managment Officer 7660 109.1
a Aaron Gave Sessional Academic 9674 303.:
A Aaron Holmes ID Card Operator
a Aaronlim Casual Events Assistant
a Aaron McDonald Sessional Academic 402.
a Aaron So Univelzrs'rty Associate v
A A--e Tloeo ERIERETEN I SO
< ‘ >
From->
Carcel



mailto:noreply@curtin.edu.au

Then click on the move it to “specified” folder part of step 2.

Rules Wizard le

Start From a kemplate or From a blank rule
Step 1: Select a template

Stay Organized
3 Move messages from someone ko a Folder
13 Mowe messages with specific words in the subject to a folder
{3 Move messages sent ko a distribution list to a Folder
X Delete a conversation
Y Flag messages from someone For Follow-up
.,3 Mowe Microsoft Office InFoPath Forms of a specific tvpe ko a Folder
{3 Move RSS items from a specific RS5 Feed to a Folder
Stay Up to Date
= Display mail from someone in the Mew Them Alert Window
ifl Play a sound when I get messages from someone
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
= Check messages when they arrive
=1 Check messages after sending

Skep Z: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives

framipeople o diskribution list
move it ko the specified Folder

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

| mext= | [ Finish |

This will bring up the box for you to pick which folder to move the emails to then click on OK.

Rules and Alerts

Choose a folder:

= @ Mailbox: - Clare Cole - O |
;‘ﬁ Calendar 1
fi=| Conkacts
@ Deleted Items (72)
L7 Drafts [4] Mew...

=} inbox [V

éﬂ- Journal
L g Junk E-mail [£]
= | Motes
L= Cutbo
L= Sent Items
& Tasks
£ Archive Folders
£ Archived Emails
= .

54

Then click Next

This will then bring up 2 check boxes where you can check/edit the process.



Rules Wizard

‘wWhich condition(s) do vou want ko check?
Step 1 Select condition(s)

X

from people or distribution list

[] with specific wards in the subject

[ through the specified accaunt

[] sent arly to me

[ where riy name is in the To box

[ marked as importance

] marked as sensitivity

[] Alagged For action

[ where ny name is in the Cc bax

[ where iy name is in the Toor Co boce

[ where iy name is nak in the To b

[] sent to people or distribution list

[] with specific words in the body

[ with specific wards in the subject ar body
[] with specific wards in the message header
[ with specific waords in the recipient's address
[ with specific waords in the sender's address
[] assigned to cateqory categary

1>

£

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

apply this rule after the message arrives

from noreply@curtin.edu. au
move it bo theilnbo

’ Cancel ][ < Back “ Mext = l[ Firish

]

If you are happy with what is checked click next.

Rules Wizard

‘Wwhat do wou want to do with the message?
Step 1) Select action(s)

[] assign it ko the categaory categary

[] delete it

[] permanently delete it

[] move a copy to the specified Folder

[ Forvard it to people or distribution lisk

[] Forwared it o peopls or distribution lisk a5 an atkachment
[1 redirect it to people or distribution lisk

[] 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 cateqories

[] mark it as imporkance =
[ print it

[ play a sound

[] start application
[] mark it as read

move it to the specified Folder ~

&

b
Skep 2; Edit the rule description (click an underlined value)
Apply this rule after the message arrives
fram noreglg@f_c tin.edu.au
move it ko thei
[ Cancel ] [ < Back, “ Mext = l [ Finish

If you are happy with what is checked click next.



Rules Wizard

X

Are there any exceptions?
Skep 1; Select exception]s) (if necessary)

[ Jiexcept if f
[] except if the subject contains specific words
[] except through the specified accaunt

[] except if sent only ko me

[] except where my name is in the Ta box

[] except if it is marked as importance

[] except if it is marked as sensitivity

[] except if it is flagged For action

[] 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 ko people or distribukion list

[] except if the body contains specific words

["] except if the subject or body contains specific words

[7] except if the message header conkains specific words

[7] esxcept with specific words in the recipient's address

[] esxcept with specific words in the sender's address

[7] except if assigned to cabeqory category ha

Skep 2; Edit the rule description {click an underlined walue)

Apply this rule after the message arrives
from norephy@curtin, edu, au
move it ta the Inbox folder

[ Cancel ][ < Back ” Mext = ][ Finish ]

If you are happy with everything then click next.

It will then prompt you to name the rule. Call it what you want, what will be meaningful to you,
something like “RTA/RFO for approval” Then click finish.

Rules Wizard &|

Finish rule setup.

Step 1: Specify a name For this rule
[RTAMRFO

Step 2; Setup rule options
[]Run this rule now on messages already in "Inbox"

Turn an this rule

Step 3: Feview rule description (click an underlined walue to edit)

Apply this rule after the message arrives

from nareply@curtin. edu. au
maowve it ko the Inbox Folder

Cancel ][ < Back




The rules will then show up in a check box check all details in the Rule description box and then click
apply and then OK

Rules and Alerts

E-mail Rules | Manage Alerts

@mew Rule... Change Rule = 53 Copy... >< Delete & % BunFRules Mow,., Options

Rule {applied in the order shown) Ackions

RTARFO 3
RTARFO 3
RTA RFO 3
Clear categories on mail {recommended) %

Rule description (click an underlined walue to edit);

Apply this rule after the message arrives
From noreply@curt
rote ik ko bRt

[]Enable rules on all RSS Feeds

Ok H Cancel H Apply

You are now all set up so that all automated emails in regards to electronic RTA and RFO will go
straight to the email folder you have created awaiting your action.
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