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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



Part 1:
Salesforce Outlook 
Plug-in (Classic)



Salesforce and Outlook Integration

• IPRO 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 
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
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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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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. 
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Connecting Outlook to Salesforce
• Create a New Email from 

Outlook

• From the new email, you 
should see at the top of 
your screen the Salesforce 
cloud

• Click on the Cloud and a 
side bar will appear asking 
if you want Production or 
Sandbox. Choose 
Production and click “Log in 
to Salesforce”

• A new window will appear. 
Select Use Custom Domain

• Enter 
ipro3.my.salesforce.com in 
the domain box
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Connecting Outlook to Salesforce

Confirm that you want to 
connect your Outlook to 
Salesforce Account

If you get this error, log out of 
Microsoft and try again

You will then be brought to 
the same SSO page you see 
when you log into Salesforce. 
Select either Log in with 
Microsoft or Log in with 
Google 



Part 2:
Logging Outlook Emails to 
Salesforce (Classic)
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Sending Email from Outlook to Salesforce

• 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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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.

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
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Sending Email from Outlook to Salesforce

When an email comes into 
your Outlook inbox, you can 
send a copy of it over to 
Salesforce by using the same 
side pane. 

If you do not see the side 
pane, from within the email 
click on Message in the top 
left bar. It will display the 
Salesforce Cloud icon in the 
Tool Bar. 

You may need to expand the 
email to full size to view
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Sending Email from Outlook to Salesforce
Verify that only the person or 
record you wish to connect the 
email to is selected. Notice that 
in this message, there is the 
ability to connect it to the 
Contact, Account or Case. 
Select only those records where 
a copy of the email should be 
saved. Log Email

REMEBER: Saved email 
messages on the Account or 
Contact can be viewed by 
anyone with access the record 
where it is attached. Documents 
attached to an email will also be 
sent over to Salesforce
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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

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


Questions?   

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