
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.

• Greg Spengler - gspengler@umaryland.edu
• Michael Brown – michaelbrown@umaryland.edu

mailto:gspengler@umaryland.edu
mailto:michaelbrown@umaryland.edu


Email Rule Configuration
Step Instructions

1 • Open MS Outlook

2

• Right-Click on your inbox and select “New Folder…”
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• Enter “EIMS” or a desired name for the folder.

4

• Click  the “File” menu.
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• Click the “Manage Rules & Alerts” tile.
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• Click the “New Rule…” option.
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• Click the “Move messages from someone to a folder” option.
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• In the “Step 2” section, Click the “people of public group” link.
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• Locate the middlestates_eims@umaryland.edu address or enter it into the From box.

mailto:middlestates_eims@umaryland.edu
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10 • Click the Ok button.

11

• In the “Step 2” box, Click the “specified” folder link.
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• Locate the EIMS or your desired folder.  Select the folder.

13

• Click the “Ok” button.
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• Verify that the Rule listed in Step 2 indicates that email from “Middle States EIMS” will be moved to your 
desired folder.

15

• Click the “Finish” button.
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• Click the Apply button.
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Step Instructions

17 • Click the OK button.

18

• Click the Return arrow to get back to your inbox.
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• All subsequent notifications from EIMS should now go to your selected folder.

• Done!



Step Instructions
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End of Tutorial

Review & Send Back Evidence Item
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