
Creating Auto-Forwarding Rules in Microsoft Outlook

Workforce Dimensions sends email notifications to Reports To Managers when teammates submit requests. 

Only the Reports To Manager will receive email notifications for their teammates, but in many cases 

delegated schedulers or timekeepers may also benefit from receiving these notifications. This job aid 

explains how to create rules in Microsoft Outlook to auto-forward email notifications from Workforce 

Dimensions to additional recipients. 
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Note: Outlook Rules can also be used to automatically forward scheduled reports from 

Workforce Dimensions to other recipients such as Charge Nurses receiving a daily 

schedule export. 

1. In Outlook, open the email that you wish to forward to 

additional recipients.

2. Click Rules > Create Rule

3. The Create Rule dialog box will display. To forward all 

emails from Dimensions, check the first box “From 

noreply@mykronos.com” 

Note: To forward only specific types of messages, 

check the second box “Subject Contains” and 

reference the table of keywords below: 

To Forward… Use Keyword…

Scheduled Reports Scheduled Report

All Employee Requests Request

Shift Swap Requests Shift Swap Request

Time Off Requests PTO Request

Corrective Action Reached Reached

4. Click Advanced Options…..
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5. Additional conditions will display. You do not 

need to click anything in this window. Click Next

6. The Rule Actions Page will display. Here you 

can click any actions you want to perform when a 

message with the defined conditions is received. 

You may consider: 

- Moving the email to a specific folder

- Deleting the message

- Forwarding to specific users

In this example we will be forwarding to other    

users, so we will check the “Forward it to People 

or Public Group” box. 

7. Click the People or Public Group hyperlink in the 

lower box. An email directory will display. Search 

for individual users, then click the To button to add 

them to the forwarding list.

8. Click OK after adding all users, then click Next to 

move to the next page. 
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9. The Rule Exceptions Page will display. You do 

not need to click anything in this window. Click 

Next 

10. Give your Rule a name, then click Finish. Your 

rule will automatically apply to new messages 

received in Microsoft Outlook. 

11. To manage your existing rules, click Rules > 

Manage rules & Alerts. A popup box will display 

with all rules & alerts. Here you can edit or delete 

them. 


