Evidence Inventory Management System
(EIMS)

User Guide

Email Rule for Notifications



Overview

This document provides step-by-step instructions to guide
users with setting up an email rule in Outlook to route all
EIMS notifications from the inbox to a desired folder.

To proceed you must have authorized access to EIMS.



EIMS Support

For assistance or questions please send an email to all
Members of the EIMS Support team.

* GregSpengler - gspengler@umaryland.edu

* Michael Brown — michaelbrown@umaryland.edu
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Email Rule Configuration

1 * Open MS Outlook

e Right-Click on your inbox and select “New Folder...”
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Email Rule Configuration

e Enter “EIMS” or a desired name for the folder.
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My Standards Landing Page

* Click the “Manage Rules & Alerts” tile.

Open & Export

Account Information

michaelbrown@umaryland.edu
-
Microsoft Exchange

| - Add Account

Account Settings

Change settings for this account or set up more
Account connections,

Settings ~ = Access this account on the web.

https://outlook.office365.com/owa/umai
= Getthe Outlook app for i05 or Android,

Change

ut of Office)

ify others that you are out of office, an vacation, or
o email messages.

| Automatic Replies
]

Use automatic replies to
Automatic not available to respo
Replies

e size of your mailbax by emptying Deleted ltems and archiving.

86.8 GB free of 99 GB

Rules and Alerts
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Q Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.



My Standards Landing Page
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* Click the “New Rule...” option.

Ermudal Busles

Mew Rule.. Change Rule = Copy.- 7 Delete = *  Bun Rules Now.. Dptons
_ Rule (applied in the order shown) Actions



My Standards Landing Page
 Step | nstuctios

* Click the “Move messages from someone to a folder” option.

Start from & template or from a blank rule
Step 1: Select a template
Stay Organized
"8 Mowve messages from someone to a folder
E] licree messages with spedfic words in the sulj

folder
7 E] hbore mMessages sent to a pubdic group 1o a holder
Fl:: Flag messages from someone for follow-up
EI hioee RSS items from a specific RSS Feed 1o a folder
Stay Up to Date
t‘_f,-.' Display mail from someone in the Mew Rem Alert Window
{] '] F'I.r!,' a sownd when | gel mestages from someone
|:| Send an alert to my mobile device when | get messages from someone
Start from a blank rule
= Apply rule on messages | recere
B> apply rule an messages | send



My Standards Landing Page
 Step | nstuctios

* Inthe “Step 2” section, Click the “people of public group” link.

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

Apply this rule after the message arrives

I:”;'Fnl_" Qe Ol Dutshic agr —

mowe it to the speched folder
8 and stop processing more rules

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

Cancel « Back MNeat > Finish




My Standards Landing Page

Locate the middlestates eims@umaryland.edu address or enter it into the From box.

Rule Address

Search: (8) 4l columns () Mame only Address Book:

Adyanced Find

Search Results - Offline Global Address List ol

middle *___ =+
Mame i Business Phone Location Department  Email Address Company Alias
emiddietan@diniclaw.u_ emiddieton

2 Law-Clinic-Middleton, Emily A

e States CIMS

middiestates_simsEumar

mickdlestates_edr

3 Middlecamp, Enin

et

Middle States EIMS

Medical Secretary.

Medicne - . emiddiecamp@som.umar.. FP

emiddlecamp.so

£ MiddleStates MiddleStates @umangdand._. MiddleStates
R Middieton, Emily emiddleton@umanyland.e_ emiddieton
13 Middleton, Erika BW Registered N.. ANESTHESL. erkamiddieton@ummedu BWMC enikamiddieton.
@3 Middleton, Joan CR Chinical Murse il 307 Jf0-4286 NURSING | joanmiddleton@ummedy CRMC joanmiddieton.y
9\ khddieton, lordan Jordanumiddleton@ umany .. pordan.middletos
{2 Middleton, Jordan SH S1aff Murse-R.. EMERG RO jordanumiddieton@umm.. SRH jordan.middleto:
Middleton, Katherine 01-609-4152 OR OPERATING.. kmiddleton@umm.edu CRMC kmiddietonumn
({3 Middleton, LaSandra Contract Inpatigf_. CORP HIM . lasandramiddieton@um. lasandra.middiet
13 Middleton, Leyla MC Surgical JfEh - OPERATING... leylamiddleton@ummeadu UMC leyla.middietoni
3 Middieton, Madeline Volunteer GUEST SER.. madelinemiddieton@um.. madeline middie
13 Middieton, Tia MC CytogMesto La LAR PATHOL. tiamiddieton@ummedy UMMMC tiamiddieton.un
3 Middleton, Tierman Conner Reéside Pediatrics  tmiddieton@som.umanyla.. FP1 tmiddleton.som.
i Middleton, Victoria 5) ical Murse | 443- 636-0580 MNURSING . vicoramiddieton@umm.. SI8C wictoriamiddietc
2 UMB Middle States Accreditation 2025 middlestates2025&umar.. middlestates202
¥
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Email Rule Configuration
| Step

10 * Click the Ok button.

* Inthe “Step 2” box, Click the “specified” folder link.

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

Apply this rule after the message arrives
from|Middle States EIMS

move it to the specified folder

11 and stop processing Wpre rules

Example: Move mail frolg my manager to my High Importance folder
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Locate the EIMS or your desired folder. Select the folder.

Fules and Alerts i ‘

12 Choose a folder:
W E Inbox (19 Fs O

CJemas
] TunuEnx\ Cancel
e 5

Click the “Ok” button.

13



Email Rule Configuration
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e Verify that the Rule listed in Step 2 indicates that email from “Middle States EIMS” will be moved to your

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

Apply this rule after the message arrives

from Middle States FIMS
14 .I.___..__._:_*__._.. il
move it to the EIMS folder

and stop procesling more rules

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

* C(Click the “Finish” button.

15
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My Standards Landing Page

Click the Apply button.

Ermarl Rules Man.pgl- Aberts

Hew Rule. Change Rule = Copy- x Delete =« *  Run Rules Mow.. Options
Rule (applied in the order shown) Adlions
Middle States EIMS Ch
I

Rute description (chick an underlined value to edit):
Apply this rule after the message arrives

fram Middle States EIMS
monwe it 1o the EIMS folder

and stop processing more rules

__] Enabsle rules on all messages downloaded from RSS Feeds

oK Cancel Apply
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17 * C(Click the OK button.

e Click the Return arrow to get back to your inbox.

© Account Information

i |-| Infa

18

michaelbrown@umaryland.edu
Microsoft Exchange

= Add Account

p | Account Settings
2

Open & Export

Save As

Change settings for this account or set up more
Account connections.
Settings ~ = Access this account on the web,

1 ffi i lan
B Get the Outlook app for 105 or Android.
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All subsequent notifications from EIMS should now go to your selected folder.

19 e Done!



Review & Send Back Evidence Item
Step | nstuctions

End of Tutorial
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