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What will be covered in this training?

Part 1: Downloading Salesforce Plug-in and
Connecting to Outlook

Part 2: Logging Email Activity from Outlook




This training will help you complete the following actions:

® Installing the Salesforce Outlook Plug-in
® Connecting the Outlook Plug-in to your Salesforce Account
® Logging Outlook outgoing email sends in Salesforce

® Creating Email Activity in Salesforce for incoming Outlook email messages

WHAT? WHO?

WHEN? | WHERE?




Part 1:
Salesforce Outlook
Plug-in (Classic)



Salesforce and Outlook Integration

* |PRO has connected Outlook and Salesforce to provide two ways
to send email to providers, facilities, hospitals or other IPRO

clients
« Sending email from Salesforce allows you to leave an instant

copy of the email on the record of the Contact, Case, or Account salesforce

for future reference by IPRO staff and affiliates authorized to view

the record @
 When sending or receiving email via Outlook, you will now be

able to send a copy of that email over to Salesforce to be stored

on the Contact, Case or Account record

« NOTE: The Salesforce/Outlook connection does not impact
Secure Email. Please continue to follow existing policy on
sending/receiving Secure Email messages




Initial Set Up

Before sending an email
to Salesforce from
Outlook, you first need to
download the Salesforce
App from Microsoft App
Exchange

From Outlook go to File
then scroll to the bottom
and click on Manage
Add-Ins

This will open the App
store in your browser
window
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Change settings for this account or set up maore
connections,

" Access this account on the web.,
htt outlook.office365.com/owa/ipro.or
" Get the Qutlook app for i05 or Android.

Change

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not available to respond to email messages.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted [tems and archiving.

" 03.4 GB free of 99 GB

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive
updates when items are added, changed, or removed.

Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Cutlook experience,

i
Manage Add-
ins

Manage Add-ins
Manage and acquire Web Add-ins for Qutlook.




Sending Email from Outlook to Salesforce

« Enter Salesforce in the Search box and click Add. Then Continue at the next prompt.

« Once the installation is complete, close the window and go back into Outlook.

£ Send feedback X
Add-Ins for Qutlook

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. ‘ /':' Salesforce b4
All Results for ‘Salesforce’
My add-ins fress s
i 5 @ Salesforce /l Revenue Grid for Salesforce Connector
min-manage : 4 A : - o e
’ O e
Boost preductivity by bringing the #1 Salesforce integration solution that An easy to use full featured integration
i power of the Salesforce Platform to i actually works, Salesforce Inbox between Cutlock Mail, Calendar and
Cutlook. alternative Salesforce
Additional purchase may be required Additional purchase may be required Additional purchase may be required

Cirrus Insight — Email voloxy  Weloxy for Outlook and Microsoft
| &ouncto MIMM alendar Intec




Connecting Outlook to Salesforce

* Create a NeW Email from ‘ ﬁ‘]} » Vview @I\/iva Insights [‘3 View Templates
Outlook Salesforce - %

 From the new email, you
should see at the top of

To access this page, you have to log in to Salesforce.

your screen the Salesforce it s
cloud -
 Click on the Cloud and a i
side bar will appear asking &
if you want Production or
Prodboton and o
Production and click “Log in e
to Salesforce” e
« A new window will appear. I— | I
Select Use Custom Domain ooty i
L4 Enter ‘ |Environment: |‘
. . Production A
ipro3.my.salesforce.com in

ihe domain box




Connecting Outlook to Salesforce

ol

CO nfl rm that you wa nt tO Connect Outlook to Your Salesforce Account
CO n n e Ct yo u r O u tI OO k to Connect your Salesforce account cdkonkus@ipro.org to your Microsoft email account CDKonkus@ipro.org. After the connection is established, you're automatically logged in to Outlook Integration from now on.

Salesforce Account e

Sign In to a Different Salesforce Account

You will then be brought to
the same SSO page you see |

when you log into Salesforce.
Select either Log in with

M i CrOSOft O r Log i n With Log in with IPRO Microsoft Account
Google [ ——

Log In Using

If you get this error, log out of _ N _ - o
M icrOSOft a n d try agai n We encountered a problem. Try again, or contact your administrator and mention we couldn't validate the Exchange identity token.




Part 2:
Logging Outlook Emails to
Salesforce (Classic)



Sending Email from Outlook to Salesforce

Salesforce

Make email a
breeze!

* Simplified email logging to
Salesforce

* Eazsy-to-navigate features

* Updated look and feel

Learn Maore

Get Started

You will now see the
following pane inside email
message from your
Outlook

There is a tiny pushpin
icon at the top of the pane,
click it to keep the pane
available whenever you
send or receive messages

Whenever you compose
your email, Salesforce will
automatically look to see if
the contact email address
exists in Salesforce. If it
does, the side pane will
show you the connection
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IPRO

Salesforce X
+ - Q, Search Elz A @ []
Related  Tasks
E Email Templates v
Log Email on Send >

People (2)

e Corina Downey-Konkus
Title: Salesforce Administrator
Company .. [PRO

e Jonathan Goodwin




Sending Email from Outlook to Salesforce

If you click Log Email on Send you will be
presented with options on where within
Salesforce to log a copy of the email.

Salesforce L

+~ | Q Search E’T‘ A g

Related Tasks

E Email Templates v
Log Email on Send >
People (1)

Corina Downey-Konkus 4k (2)
Title: Salesforce Administrator
Company .. IPRO

This example shows there are 2 records
available to match. Verify that only the
person or record you wish to connect the
email to is selected. Then compose your
email and send normally

Matches (2)

Corina Downey-Konkus
Title: Salesforce Administrator
Compa.. [PRO

& @ Corina Downey-Konkus

Accoun..  Cornna Testing Account
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Sending Email from Outlook to Salesforce

Salesforce B ox
When an email comes into Salesforce s e =
your Outlook inbox, you can e || e S a8 —Jag—— "
send a copy of it over to | T e

Salesforce by using the same Peple

Side pa n e Log Email Select one or more people records.
- @ Mic Barten ol
Acgount .. Cenna Testing Account

If you do not see the side pfi}n i R -
pane, from within the email Accoumt . Coro Testing Accoun -

click on Message in the top () TR e

left bar. It will display the SN Pk g
Salesforce Cloud icon in the B sccoums Lo

Tool Bar. Corn Testing Accoun = (= '

You may need to expand the

. ) ) Cases (1)
email to full size to view e o
Status: New

% Include att te 10
- -




Sending Email from Outlook to Salesforce

Verify that only the person or

record you wish to connect the . salesforce o
) ] ) Salesforce =X x Log Emil
email to is selected. Notice that . |
in this message, there is the | | SSadh fas I »
H:28 P m w Search Accounts... Q

ability to connect it to the Related  Tasks

Contact, Account or Case. reopte
Select only those records where
a cop:jy Ef th(é emla\il should be — ‘Z’ ’
Saved. =g Eme s i WP

Corina Downey-Konkus 4k (2) Other

Title: Salesforce Administrator Selact one object 1o log the email to. Select None
REMEBER: Saved email
messages on the Account or
Contact can be viewed by Accounts (1) .
anyone with access the record CROE RN e
where it is attached. Documents
attached to an email will also be L
sent over to Salesforce e e

Cancel




Verifying Email Logged In Salesforce

To verify an email was logged in Salesforce, go to the Account, Contact or Case record in
Salesforce and look at the Activities bar. You should see an envelope and the title to the email
that was sent.

If an email is logged incorrectly and needs to be removed from the system, you will need to put in
a Help Desk ticket with the Salesforce Team
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https://salesforce.ipro.help/hc/en-us/requests/new

Questions?

Z salesforce
[PRO =
Be;;tl::g eeeeee IPRO

eeeeeeeeeeeeeeee
realized.

Corporate Headquarters
Search the helpcenter... earc 1979 Marcus Avenue
Lake Success, NY 11042-1072

http:/Apro.org

https://salesforce.ipro.help/hc/en-us
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