
 

SETTING UP EMAIL FILTERS 

 

 

Click the  at the top of your inbox. 

 

 

Enter ‘Key Words’ in the subject line from the form (s) you wish to capture.  

Tip: If you receive several different types of forms, you may want to create a filter on the ‘From’ Field or 

create a filter for each type of form filtering them to a separate folder. I suggest a folder for the 

preparers to capture all forms that are fully approved.  

If creating the filter based on the ‘From’ field, use ‘OKCPS Finance’ for your key words. 

After entering your ‘Key Words’, Click the ‘Create Filter’ option.  

  



 

SETTING UP EMAIL FILTERS 

 

 

Creating Filter: 

Use the ‘Apply the Label’ option.  Click the down arrow next to the ‘Choose label’  

 

 Select the folder you want to route your forms to or choose the create option to create a new 

folder.  

 All emails coming into your inbox that match your filter will be routed to the folder you’ve 

selected.  

 Opening that folder or folders daily will allow you to open and approve forms on a consistent 

basis and end the annoying search for forms.  

 If you need assistance with setting these up, please let me know.  

 


