Creating an Automatic Rejected Timesheet Notification

Step 1. Create Email Template

|”

From the Salesforce Setup menu, select “Email” underneath the Personal Setup

options at the top. Then click “My Templates,” then click “New Template.”
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Save template in the DreamTeam Project Email Templates folder. Name
Template as “Timesheet Rejected.”

Enter Subject as “Your timesheet has been rejected.”

Select Merge Fields (Time Name, Task Link, Date) and insert into the message as
shown above.

Save Template and make “Available for Use.”

Step 2. Create Workflow Rule

From the Salesforce Setup menu, Select “Create” under App Setup. Select
“Workflow & Approvals,” then select “Workflow Rules.” Click on “New Rule.”
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Next, Create Rule Name, and Include User Name as part of the Rule name.
Select Fields under Rule Criteria.

Begin with Field “Status,” “Equals,” “Rejected.”
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In the next Row, Select, “Time Name,” “Equals,” “manually typed resource name.”

Click “Save & Next.”



Enter the name, description, and criteria to trigger your workflow rule_ In the next step, associate workflow actions with this workflow rule.
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Step 3: Specify Workflow Actions Step 3 of 3
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Fill in the required information highlighted in the picture below.

unigue name based on the Resource’s name.

Be sure to give a
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Once the Description, and Unique Name have been populated, select the

“Timesheet Rejected” template that was created in step one.

Next, select the user that corresponds with the rule that has been established.

Click “Save.”
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Configure your organization's workflow by creating workflow rules. Each workflow rule consists of:

= Criteria that cause the workflow rule to run.

« Immediate actions that execute when a record matches the criteria. For example, salesforce.com can automatically send an email that notifies the

accountteam when a new high-value opportunity is created.

» Time-dependent actions that queue when a record matches the criteria, and execute according to time triggers. For example, salesforce.com can

automatically send an email reminder to the account team if a high-value opportunity is still open ten days before the close date
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Finally, Return to “Workflow Rules.” Identify the new rule created, and click

“Activate.”



Once the rule is activated, and a timesheet for the corresponding user is rejected
in DreamTeam, the user will then receive an email alert as shown below.

support@salesforce.com We have received a request to change your salesforce.com email address. - Dear Brian Thomas, We have received the following request from your administrator, dreamteamdemo@
¢ Your Timesheet has been rejected ibox x &E
Josh Hyde dreamteamdemo@gmail.com via Ogiksw7bjlje.5-udyeas.5.bnc salesforce.com 9:42 AM (36 minutes ago) .
n to brian [+
le Brian Thomas

Your time sheet entry for Test Task 1 performed on 3/6/2013 has been rejected. Please contact your project manager for details.



