eSR1 proxy approval

If you are an eSR1 approver and are going to be absent from the University for a period of time please email e.sones@ex.ac.uk and ask that your proxy be given access on the eSR1 system to approve on your behalf, please include the dates of your absence so that the access can be removed again on your return.

You will also need to set up an email forwarding rule on your outlook account to forward eSR1 emails to your proxy so that they can action any approvals.
Automatically forwarding ESR1 emails to Proxies in your absence (email forwarding rule)
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Click on the Rules and Alerts button
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Choose “New Rule” from the Rules and Alerts pop up
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Click on “Apply rule on messages I receive and 

[image: image10.png][l (applied i the order shown)
ESR1 forwarding
BCC alert (dlient-only)




then click on the Next button.


Tick “from people or public group” 


Click on “people or public group” and key in 
the email address apache@exeter.ac.uk and 
click OK, then Next.

Click on “forward it to people or public group”




Click on “people or distribution list” and search 
for the person or key in the email address of 
your Proxy and click Next.

Click Next again, there are no exceptions.


Give the rule a name eg ESR1 forwarding 

Tick “turn on this rule”

Double check the settings

Click on Finish and then Apply to confirm 
and set up.


On your return from absence simply access Files, 
Rules and Alerts and untick the ESR1 forwarding 
option.

