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Organizing Adobe Sign Emails in Outlook Step-by-step Guide

Step 1: Create folders in Outlook

From your Outlook /nbox:

1. Inthe left pane of Mail, right-click where you want to add the folder, and then click New Folder.

I Inbox 9396
Drafts [5] |—_'E|| Open in New Window
Sent ltems 1 New Folder... I}

Deleted ltems

Clutter Copy Folder

2. Inthe Name box, enter Adobe Sign for the folder, and press Enter.

3. Right-click on the Adobe Sign folder, and then click New Folder. In the Name box, enter the sub-folder
names listed below. Repeat this process until all five sub-folders are created.

a. Sub-folder Names
e New Requests
e Done Signing
e Completed
e Reminders
e Other

4 Inbox T
4 Adobe Sign
MNew Requests
Done Signing
Reminders
Completed
Other
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Step 2: Create rules for the Adobe Sign sub-folders

From your Outlook Inbox:

1. Click Rules
a. Select Manage Tools and Alerts

New Requests ByDatew T
4 Adobe Sign We didn't find anything to show here.

New Requests

Done Signing

Completed

Reminders

Other

Move

=Y &
- x- - | =R -
|.E| ules
New  New - -
Email ltems~ &7 = Teom Eonsil M
New Delete Respond Quick Steps 5
i <
- Favorites Search New Requests O | current Folder ~

2. Create arule for the New Requests sub-folder

a.

In the Rules and Alerts window, Click New Rules

Email Rules Manage Alerts

I = I}Jea-nule‘.l Change Rule ~ Cof n Rules N Qptions

Rule (applied in the order shown) Actions

Select the "New Rule” button to make & rule

Rule description {click an underlined value to edit):

[CJEnable rules on all messages downloaded from RSS Feeds

oK Cancel Apply

b. The Rules Wizard window opens

Click on Move message from someone to a folder, click Next

Rules Wizard X

Start from a template or from a blank rule
Step 1: Select a template

..............

Maove messages from someane to a folder ]
¥ Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder

[

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the rnessage arrives

from p

maove it 1o
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel Bac) Finish
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ii. In the next Rules Wizard screen
(a) Navigate to Step 1: Select two condition
(i) Ensure that from people or public group is selected
(i) Ensure that with specific words in the subject is selected as well

Rules Wizard x

Which condition(s) do you want to check?
Step 1: Select condition(s)

/| from people or

mmw@ I

roug

s:-nt only to me

Step 2: Edrt the rule description (click an underlined valug)
Apply this rule after the message arrives

and stop processing more rules

Cancel « Back Finish

(b) Navigate to Step 2: Edit the rule description
(i) Click People or public group
1. The Rule Address window opens
a. Inthe From field, type echosign@echosign.com

b. Click OK
Rule Address
Search: (@) MName only () More columns  Address Book
Offline Global Address List - p.woo@csus.ec Advanced Find
MName Title Business Phone Location Department
170 Resources
170 STUDENTS
2017-18 Interns
< »
' From | echasign@achbsign.:aﬂ I
Gance

(ii) Click specific words
1. The Search Text window opens
a. Type signature requested, click Add
b. Type confirm your signature, click Add
c. Click OK

Specify words or phrases to search for in the subject:

Fignature requested

Search list:

Cancel
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(iii) Click specified folder
1. The Rules and Alerts window opens
a. Selectthe New Requests sub-folder

b. Click OK
Rules and Alerts >
Choose a folder:
¥ 1 Inbox (12) E
v Adobe Sign
cancel
= Done Signing
Completed New...
Reminders
Other
(iv) Click Next

(c) Inthe next Rules Wizard screen
(i) Navigate to Step 1: Select Actions
1. Uncheck stop processing more rules
(i) Click Next

Rules Wizard *

What do you want to do with the message?
Step 1: Select action(s)

rocessing more rules i | ~
fed folder
categary

assign it to the
delete it
mark it as read ¥

Lategory

Step 2: Edit the rule description (click an underlined value)
upph this rule after the messagp arrives
from &
and with [o]
mave it to the Mew

ted nfirm your signature’ in the subject
uests falder

Cancel < Back Finish

(d) Inthe next Rules Wizard screen
(i) No actions needed for this screen
(ii) Click Next

(e) The Finish rule setup is the last screen
(i) Navigate to Step 1: Specify a name for this rule
1. Remove the auto default name and type New Requests
(ii) Navigate to Step 2: Setup rule options
1. Select Run this rule now on messages already inbox
2. Ensure that turn on this rule is selected
(i) Click Finish
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Finish rule setup.

Step 1: Specify a name for this rule

Step 2: Setup rule options

[#1Run this rule now on messages already in “inbox"

[~ Turn on this rule

is rule on all accounts

Step 3 Review rule description (click an underfined value to edit)
Apply this rule after the message arrives
from gch;

and with confirm your signature® in the subject

Cancel < Back Mext >

3. Create arule for the Done Signing sub-folder
a. Inthe Rules and Alerts window, Click New Rules

Email Rules Manage Alerts

RBun Rules MNow... Qptions

Rule (applied in the order shown) Actions

Select the "New Rule” button to make a rule.

Rule description (click an underlined value to edit)

[CJenable rutes on all messages downloaded from RSS Feeds

oK Cancel

b. The Rules Wizard window opens

i. Click on Move message from someone to a folder, click Next

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

' “Move messages from someone 1o a falder i

T Move messages with specific words in the subject to a folder
¥ Move messages sent to a public group to a folder
[ E <
Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

from p bl L

maove it 1o the

and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel Back Finish
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ii. In the next Rules Wizard screen
(a) Navigate to Step 1: Select two condition

(i) Ensure that from people or public group is selected

(i) Ensure that with specific words in the subject is selected as well

Step 1: Select r_nnduluon(s]

Rules Wizard >

Which condition(s) do you want to check?

Step 2: Edit the rule description (click an underlined value)

[E—

s:-nt only to me

Apply this rule after the message arrives

mave it to thespermied fold
and stop processing more rules

Cancel « Back Finish

(b) Navigate to Step 2: Edit the rule description
(i) Click People or public group
1. The Rule Address window opens
a. Inthe Fromfield, type echosign@echosign.com

b. Click OK

Rule Address

Search: (@ Mame only (_)More columns  Address Book

fO‘fﬁlne Global Adafess Li;t - pwoo@csus.ec v

Name Title Business Phone Location

170 Resources
170 STUDENTS

2017-18 interns
<

' From [ .echasign@echnsign.:arr‘.

Advanced Find

Department

(ii) Click specific words

1. The Search Text window opens

a. Typeyou s
b. Click OK

igned:, click Add

Sear

Searc

Specify words or phrases to search for in the subject:

ch Text *

h list:

Cancel
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(iii) Click specified folder
1. The Rules and Alerts window opens
a. Select the Done Signing sub-folder

b. Click OK
Rules and Alerts *
Choose a folder:
e (12 ,
b Adobe Sign
New Reguests Cancel
= Completed hew...
Reminders
Other
(iv) Click Next

(c) Inthe next Rules Wizard screen
(i) Navigate to Step 1: Select Actions
1. Uncheck stop processing more rules
(i) Click Next

Rules Wizard X

What do you want to do with the message?
Step 1: Select amon(s)

delete it
mark it as read i

Step 2: Edit the rule description (click an underfined value)
Apply this rule after the message arrives
from gchosign g
and nlth
move it to the

mthe ubec‘l
ning folder

Cancel < Back MNext > Finish

(d) Inthe next Rules Wizard screen
(i) No actions needed for this screen
(ii) Click Next

(e) The Finish rule setup is the last screen
(i) Navigate to Step 1: Specify a name for this rule
1. Remove the auto default name and type Done S+igning
(i) Navigate to Step 2: Setup rule options
1. Select Run this rule now on messages already inbox
2. Ensure that turn on this rule is selected
(i) Click Finish
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Finish rule setup

Step 1: Specify a name for this rule

Step 2: Setup rule options

Enun this rule now on messages already in “Inbox™

[ Turn on this rule

Step 3: Review rule description (click an underlined value to edit)
Apply this rule after the message arrives
from
and with
move it to the [

Cancel < Back MNext >

4. Create arule for the Completed sub-folder
a. Inthe Rules and Alerts window, Click New Rules

Email Rules Manage Alerts

Bun Rules Now... Qptions

Rule (applied in the order shown) Actions

Select the "New Rule” button to make a rule.

Rule description (click an underlined value to edit):

[CJEnable rules on all messages downloaded from RSS Feeds

oK Cancel

b. The Rules Wizard window

i.  Click on Move message from someone to a folder, click Next

opens

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

%MW
Move messages from someone 1o a folder

% Move messages with specific words in the subject to a folder

3
Move messages sent to @ public group to a folder
[ 2 S

Step 2: Edit the rule description (click an underlined value)
apply this rule after the message arrives
from p
move it to the[s)
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel Bach Finish
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ii. In the next Rules Wizard

screen

(a) Navigate to Step 1: Select two condition
(i) Ensure that from people or public group is selected
(i) Ensure that with specific words in the subject is selected as well

Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s)

S

| sent only to me

Step 2: Edit the rule description (click an underlined value)
apply this rule after the message arrives

and stop processing more rules

Cancel = Back Finish

X

(b) Navigate to Step 2: Edit the rule description
(i) Click People or public group
1. The Rule Address window opens
a. Inthe From field, type echosign@echosign.com

b. Click OK

Rule Address

(ii) Click specific words

K
Search: (® MName anly () More columns  Address Book
Offline Global Address List - p.woo@csus.ec Advanced Find
[ Name Title Business Phone Lacation Department |
170 Resources ~
170_STUDENTS
2017-18 Interns ~
< >
! From .a(hosign@nhmwgn [urr‘ I
A
1. The Search Text window opens
a. Typels signed and filed!, click Add

b. Type has
c. Click OK

been created, click Add

Specify words or phrases to search for in the subject:

has been created

Search list:
“Is signed and filed! *

0K

Cancel
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(iii) Click specified folder

1. The Rules and Alerts window opens
a. Select the Completed sub-folder

b. Click OK

(iv) Click Next

Rules and Alerts

Choose a folder:

~ Adaobe Sign
New Requests
Done Signing
" Reminders
Other

*

Cancel

MNew...

(c) Inthe next Rules Wizard screen
(i) Navigate to Step 1: Select Actions
1. Uncheck stop processing more rules

(i) Click Next

Rules Wizard

What do you want to do with the message?
Step 1 Select action(s)

mark it as read

Step 2: Edit the rule description (click an underfined value)
Apply this rule after the message arrives

ed in the subject

Cancel « Back E

(d) Inthe next Rules Wizard screen
(i) No actions needed for this screen

(ii) Click Next

(e) The Finish rule setup is the last screen
(i) Navigate to Step 1: Specify a name for this rule

1. Remove the auto default name and type Done Sqigning

(i) Navigate to Step 2: Setup rule options
1. Select Run this rule now on messages already inbox
2. Ensure that turn on this rule is selected

(iii) Click Finish
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Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

Step : Setup rule options

[] Run this rule now on messages already in “Inbox”

[] Turn on this ruie

Step 3: Review rule descripticn (dick an underlined value to edit)
Apply this rule after the message arrives
from gc
and with s s
move it to the Lo

Cancel < Back MNext

5. Create a rule for the Reminders sub-folder
a. Inthe Rules and Alerts window, Click New Rules

Email Rules Manage Alerts

Lop Delete Run Rules Now... Qptions

Rule (applied in the order shown) Actions

Select the "New Rule” button to make a rule.

Rule description (click an underlined value to edit):

[CJenable rules on all messages downloaded from RSS Feeds

OK Cancel

b. The Rules Wizard window opens
i.  Click on Move message from someone to a folder, click Next

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

T ———
Move messages from someone to a folder

9 Move messages with specific words in the subject to a folder

Move messages sent to a public group to a folder

[

Step 2: Edit the rule descniption (click an underlined value)
Apply this rule after the message arrives
from p
maove 1o the
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel Finish
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ii. In the next Rules Wizard screen
(a) Navigate to Step 1: Select two condition

(i) Ensure that from people or public group is selected
(i) Ensure that with specific words in the subject is selected as well

Rules Wizard

Step 1: Select condition(s)

Which condition(s) do you want to check?

S

| sent only to me

and stop processing more rules

Cancel

Step 2: Edit the rule description (click an underlined value)
apply this rule after the message arrives

<wa =

X

(b) Navigate to Step 2: Edit the rule description
(i) Click People or public group
1. The Rule Address window opens

a. Inthe From field, type adobesign@adobesign.com

b. Click OK

Rule Address

Search: (@ Name only () Moare columns  Address Book

Offiine Global Address List - p.woo@csus.ec

[ Name
170 Resources
170_STUDENTS
2017-18 interns
<

Title

Business Phone

[ From | .E(haslgn@EchDs\

o]

Location

Advanced Find

Department

-

v
>

Cancel

(ii) Click specific words

1. The Search Text window opens

a. TypeReminder: Waiting for you, click Add

b. Click OK

Search Text

Specify words or phrases to search for in the subject:

IReminder: Waiting for youl I

Search list:

Add

Cancel
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(iii) Click specified folder
1. The Rules and Alerts window opens
a. Select the Reminders sub-folder

b. Click OK
Rules and Alerts e
Choose a folder:
v IS4 5
v Adobe Sign
New Requests Caneel
Done Signing
Completed MNew...
B Other
(iv) Click Next

(c) Inthe next Rules Wizard screen
(i) Navigate to Step 1: Select Actions
1. Uncheck stop processing more rules
(i) Click Next

Rules Wizard *

What do you want to do with the message?

A

[ ] assign it to the ¢
delete it
| mark it as read o

Step 2: Edit the rule description (click an underfined value)
apply this rule after the message arrives
from g Lom
and .\ltn
move it to the R

g 1 in the subject
nders fnlder

& e Frn

(d) In the next Rules Wizard screen
(i) No actions needed for this screen
(ii) Click Next
(e) The Finish rule setup is the last screen
(i) Navigate to Step 1: Specify a name for this rule
1. Remove the auto default name and type Done S+igning
(ii) Navigate to Step 2: Setup rule options
1. Select Run this rule now on messages already inbox
2. Ensure that turn on this rule is selected
(i) Click Finish
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Rules Wizard

Finish rule setup.
Step 1: Specify a name for this rule

Step 2: Setup rule options

[~ Run this rule now on messages already in “Inbox"

| Turn on this rule

Step 3: Review rule description (click an underlined value to edit)
Apply this rule after the message arrives
from ech 1
and with
mave it ta the E

you in the subject

Cancel < Back Next

6. Click OK. You will not be creating a rule for the sub-folder Others. The sub-folder will be used on an as-needed base.
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