COTAX Role Authoriser – Setting Outlook Rules for SRS 3.0
SRS 3.0 has introduced some new features aimed at improving the security for the allocation of user roles within the Service Request System (SRS).

These features include an Authorisation Request email which is automatically sent to COTAX Role Authoriser (formerly – OMAN) when a request for a COTAX and/or eCT user role has been received by SRS.  An example of the Authorisation Request email can be seen below.
Because SRS recognises ‘user roles’ rather than ‘Management Unit Identifiers’ (MUIDs) as the basis for authorisation, rules are required in Outlook to filter the Authorisation Request emails.  This will ensure that each COTAX Role Authoriser only receives Authorisation Request emails relating to the MUIDs for which they are responsible.
The following screen shots demonstrate how the information and text content in the SRS Authorisation Request emails should be used to set Outlook rules to filter emails specific to each COTAX Role Authoriser.
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	In your Outlook Inbox, 
Select Tools
Then in the drop down list select Rules and Alerts
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	The following screen will be presented.

Select New Rule
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	The following screen will be presented

Select the  Start from a Blank Rule radio button
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	The following screen will be presented

Select Check Messages when they arrive
And then Select  <Next>
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	The following screen will be presented

Select ‘from people or distribution list’
And then select the underlined text ‘people or distribution list’
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	The following screen will be presented

Enter srsadmin@not.to.be.used 

And then select <OK>
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	The following screen will be presented

Select ‘with specific words in the body’ 

And then select the underlined text ‘specific words’ 
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	The following screen will be presented

Enter all roles individually and then select ‘<Add>
Note – include all roles even those for which you would not expect a manager to make a request for in your MUID
These roles are -
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When all roles have been added select <OK>
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	The following screen will be presented
Select <Next>
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	The following screen will be presented

Select ’permanently delete it’
And then select <Next>
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	The following screen will be presented

Select ‘except if the body contains specific words’

And then select the underlined text ‘specific words’
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	The following screen will be presented

Enter the specific MUID numbers for which you are the responsible COTAX Roles Authoriser.

Select <Add> and repeat if you are responsible for more than 1 MUID.

When you’ve added all the MUIDs for which you are responsible select <OK>
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	The following screen will be presented

Select <Next>
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	The following screen will be presented

Enter/create a name for this Outlook rule.  
Select <Finish>



This Outlook rule will ensure you only receive SRS Authorisation Request emails for MUIDs for which you are responsible.  Authorisation Request emails for other MUIDs will be automatically deleted. 
Example of SRS automatic authorisation email
From: srsadmin@not.to.be.used [mailto:srsadmin@not.to.be.used]
Sent: 10 January 2011 14:13
To: COTAX Roles Authoriser, AN (CT Ops Shipley)
Cc: Smith, John (IMS Live Services)
Subject: SRS Authorise Service Request [SRS Ticket ID: 185381]

This message has been automatically generated by the Service Request System (SRS).  Do not reply to it as you will not get a response. 
SRS information for this user is as follows:

	PID:
	1234567

	Name:
	Brown, Bill (CT Ops London)

	Directorate:
	CT Ops


	SRS Ticket Id:
	185381


Person making this request 
	PID:
	6041008

	Name:
	Jones, Joan (CT Ops London)


Manager's details 
	Manager's PID:
	6041008

	Manager's Name:
	Jones, Joan (CT Ops London)

	Manager's E-mail Address:
	joan.jones@hmrc.gsi.gov.uk

	Manager's Telephone No:
	020 123 456789


Authorisation for the following is requested:
	PID:
	1234567

	Name:
	Brown, Bill (CT Ops London)

	Directorate:
	CT Ops

	User Role:
	CT Co-ordinator

	Office Role:
	COTAX Assessing

	Application Type:
	CORPORATE


Additional Information:
MUID 278900 – Business Case

Please consider this request and use SRS function Authorise Requests to accept or reject it.

If the Application Type is Catalogue this request should be considered in the light of the total licences already available/owned by the Department and the funding position.

