MacTRAC - Forwarding “Requisition Approval Required” Emails

July 2010

RATIONALE AND INTRODUCTION

If you, as a hire requisition approver, anticipate being away from your desk and unable to respond to emails, you are able to —and it is
imperative that you do (!) — forward any “Requisition Approval Required” emails to your team partner or colleague or delegate who may

act on your behalf.

Should you be required to approve a hire requisition through MacTRAC you will receive an email similar to the following:
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From: workingatmcmaster @hrsmart. com Sent: Tue /12010 3:41 PM
To: bendeba@mcmaster.ca
cc
Subject: Requisition Approval Required
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You will notice that this email is from workingatmcmaster@hrsmart.com and the subject line reads “Requisition Approval Required” .

FORWARDING EMAILS THROUGH UNIVMAIL

1. Login to your univmail account at: https://univmail.cis.mcmaster.ca/.
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2. Once logged in, click on Rules:
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3. Type a Rule name in the Name Field (in the case, we’ve entered “Redirect Approver Emails”), then click [Add Rule]:



MacTRAC - Forwarding “Requisition Approval Required” Emails July 2010

= mtadmO1@univmail.cis.mcmaster.ca Automated Processi ng - Windows Internet Explorer

@\-_/ - | k1 https: /junivmail .cis. mcmaster. ca/Session,/2270390-mH0 221X 5P J|59ZUisb 20 /Rules. wssp V| %J 4yl % | | L~
I — . ¥
52? *‘1"3? [ M mtadm01@univmail. cis.mcmaster.ca Automated Prooe...l l @ < B - - I-_:}Eage ~ i0F Tools ~
Mailboxes Compose Rules Settings External Log Out

Automated P or mtadm01@univmail.cis.mcmaster.ca

Delete Selected

|Redirect ApproverEma|

Priori i Edit Delete
|sPAMRuls | Edit O

[JVacation Message

| Clear'Replied Addresses' List |

[JRedirect All Mail to:
[OKeep a Copy [ODo not Redirect Automatic Messages [OPreserve To/Ce fields
Bad Rule Name
Mailboxes Compose Rules Settings External Log Out

& Internet #100% v

4. Click Edit:
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5. Enter your rule parameters. In the following example, from the Data dropdown we’ve selected “Subject” and the Parameter is
“Requisition Approval Required”. As well, we chosen the Action “Forward to” and in the Parameters box we’ve entered the full
email address of the person to whom we wish to redirect the Requisition Approval Required email.
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6. Click [Update]. You will receive a message indicating that the rule has been updated:
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7. When you return and / or email redirection is no longer required, access the Rules page (click on Rules). Check the Delete box and

then click [Delete Selected]:
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Note: Please instruct the individual to whom you forwarded your “Requisition Approval Requested” emails — and therefore to whom you
delegated approval authority — to insert their name and employee ID number in the comment box when confirming approval. See the
example below:
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Working at McMaster
Careers

Careers @ McMaster
Employse Career Services

Continuing Education
Instructor Postings

Academic Employment
Postings

Progpective Faculty / Staff
About McMaster & Hamitton
Posting Vacancies

Recent Appointments

Other Vacancies

About HR Services

Policies, Directives &
Procedures

A T ndear

Careers

MUGSI

Faculty & Staff Directory

culty /Staff

Managers

Create an Account

Search Jobs

Employee Health & Safety

Recog

Job Search Agents

PENDING REVIEW/REJECTED

APPROVE ON BEHALF OF BARRY BENDER

Flease confirm that you wish to approve this Requisition. Enter a comment below

Comment

O McMaster @ Working at McMaster

Login

desired.

on & Involvement

Your Development

Show Instructions

Insert:

“by DelegatedApproverName,
EmployeelD”
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: ; + Barry
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. bdgtsrv@mecmaster.ca
. tbyrne@mcmaster.ca
. brenn@mcmaster.ca




