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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 (New)



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 waffle
in the lefthand navigation
bar. This will open the
App options

Click Add Apps to bring
up the App Search
function
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Sending Email from Outlook to Salesforce

 Enter Salesforce in
the Search box.
You may see 3
different Salesforce
icons. Select the
one from
Salesforce.com
with the description
‘Boost productivity”

= A
-
o
Salesforce
e
-
0% Apps
v
Categories
e Productivity
Communication
Sales & marketing
Industries
Other
Featured

Editor's choice
Built by Microsoft

Al-powered apps for Outlook

Search results for "Salesforce"

Apps (43)

n Salesforce Connector
iEnterprises

An easy to use full featured integration between Outlook Mail, Calendar an...

w Salesforce

salesforce.com

Boost productivity by bringing the power of the Salesforce Platform to Out...

e Salesforce Connector for Ou...
StackMexus Inc

Salesforce Connector for Qutlock revolutionizes the way you manage your...

n Veloxy for Outlook and Sale...
Veloxy 10

Unlack the Power of Qutlook and Salesforce with Veloxy's Seamless Integr...

@ Salesforce
Salesforce

= Filter

Work with Salesforce records directly in your email application with the Sal...

* Yoxel Salesforce Add-On

Yoxel, Inc.

Automate CRM data entry and eliminate data silos across your Salesforce ...




Sending Email from Outlook to Salesforce

-
< Back Ar Send feedback X

“ ” alesforce
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Description

The Salesforce integration with Outlook lets you experience Salesforce right in Outlook. The Version: 1.240.0.0
integration is 100% cloud-based with no software to push, install, or maintain. Released: 6/28/2016
Add-In Benefits: Languages: English,
Visibility frangais

Show more

Additional Information

This add-in can read or modify the contents of any item in your
mailbox, and create new items. It can access personal information -
- such as the body, subject, sender, recipients, or attachments -- in
any message or calendar item. It may send this data to a third-
party service.
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Connecting Outlook to Salesforce

« (Create a New Email from

ew mail
Outlook
Message Insert Format text Draw Options
 From the new email, you 2= %)
should see a waffle at the | | ER = e

top of your screen labeled
“Apps”. If you do not see Q Find an app & sl o
the App waffle, expand

your email & U“U @

» Click on the Salesforce =St Polls Viva Insights
Cloud image and a side o
bar will appear asking if D .
you want Production or
Sandbox. Choose

Production and click “Log

7

IN

M:.l' TEm plates Manage your customers more efficiently—work
with Salesforce directly from Microsoft Outiook.

Log In

Add apps

Environment:
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Connecting Outlook to Salesforce

salesforce

* You may receive a prompt
asking to display a new
window, select “Allow”

* You will be redirected to a
Salesforce login screen

 Click the “Use Custom
Domain” button in the
lower right corner

« Enter the following in
“Custom Domain”
ipro3.lightning.force.com

« Then select Continue

salesforce

Use Custom Domain

To go to your company’s login page, enter the custom

domain name.

[ Remember me

Forgot Your Password?

Mot a customer?

Custom Domain

https:// domain.my.salesforce.com

Use Customn Domain

Try for Free

‘ Back ‘ Continue
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Connecting Outlook to Salesforce

* You will be directed to the
same SSO page you see -
when you log into

Salesforce.
Log In Using
» Select either Log in with T —
Microsoft for direct IPRO
staff or Log in with Google
for IPRO Contractors
« Follow all the login prompts -
unt” you are red|reCted to Connect Outlook to Your Salesforce Account

the page asking if you want
to Connect Outlook to Your

Salesforce Account. e

Sign In to a Different Salesforce Account

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.

 Select “Confirm”

If you get this error, log
& OUt Of M ICrOSOft entl rely We encountered a problem. Try again, or contact your administrator and mention we couldn't validate the Exchange identity token.
and try again
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Part 2:
Logging Outlook Emails to
Salesforce (New)



Sending Email from Outlook to Salesforce
Relating outgoing email messages

&» salesforce

* You will now see the
following pane inside email
message from your
Outlook. Toggle “Log T S B
Emails Faster” to on | ©

People Unselect All

loo Fooal

Log Emails Faster @

Select one or more people records.

Corina Downey-Konkus

 There is a tiny pushpin
icon at the top of the pane, Compan. w0
click it to keep the pane Q [Find an app

Other

available whenever you caect one bect 0l the i . St

MNone to log the email to only the selected

n r r |V m people records. o
send or receive messages S &= * I‘

e |fthe pane ever Seore | SharetoTens Sendin
disappears, go to any
email in your inbox or the @
ribbon at the top of the
screen, and click the little
waffle in the corner and
click on Salesforce

Viva Insights

Add apps

Calﬂce'
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Sending Email from Outlook to Salesforce

Relating outgoing messages

When you compose an 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 different
Salesforce records associated with the
Contact.

» Create your email as normal, but prior to
sending, make sure that the toggle for “Log on
Send” is turned on and select the Case record
that relates to the message.

« Confirm that the Case details presented are
correct and select “Log”. If there are any other
additional records you would like to relate the
email to, you may select those from the list
using the radio button

Remember: if you select an Account or
Contact record as your Related To, the
email will be visible to all other
departments. Only relating to Case stays
private to your department.

&> salesforce X
Q, Search E7‘| .__ 0
ry

Related  Tasks

E Email Templates E]

Email Logged

Related To: Corina Testing Account LLC

Log on Send @

———— |

People (2)

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

Nicholas Barton 4k (4)
Compa... IPRO

Accounts (1)

Corina Testing Account LLC
Account T...  Facility

[F] cases (16)

TESTING ONLY
Priority: Mormal
Status: Cpen

13th SOW Engagement Case Torrent S...
Account ... Corina Testing Account LLC
Case Own... Shanncn Wolanin

Testing Milestone 5

Priority: Mormal
Status: Reinstated hd
14

&> salesforce X
<« Record Detail E7||
13th SOW Engagement
Case Torrent Smoke
Jecting

Corina Testing Account LLC +
Shannon Wolanin - Sent for
Signature

Details  Chatter  Activity  Related

Case Details

Subject
13th SOW Engagement Case Torrent 4
Smoke Testing

Status

Sent for Signature s
Description

test £
Priority

Normal £

Clinical Aims Selected Helper

Care Coordination%3b
Account Details

Account Name
Corina Testing Account LLC £

Account CCN 1D
12345

Account State
Ml

Account TIN

Type of Facility (f)
Facility

Account NPI
12345678@
Account ZIP Code

nnnnn




Sending Email from Outlook to Salesforce

Relating outgoing messages

* Once all your records
are selected, hit “Save”
at the bottom of the
pane. You may receive a
quick pop-up confirming
that your email will be
related upon Send.

* You will notice a BCC
will appear in your
message that shows
which Salesforce record
the message will relate
to

» Finish composing your
email and Send

&> salesforce = X

X Log Email

|ua a Search Contacts... Q

People Select All

Select one or more people records.

Corina Downey-Konkus O
Title: Salesforce Administrator
Compa.. [PROC

6 Nicholas Barton O
Compa.. [PROC

Other

Select one object to log the email to.
Select None to log the email to only the
selected people records.

@ None O

;™ Corina Testing Account LLC (O]
Accoun... Facility

ﬂ TESTING ONLY

Priority:  Normal
Status: Cpen

ﬂ 13th SOW Engagement Case ... (_)
Accoun...  Corina Testing Account LLC

Case Q... Shannon Wolanin
ﬂ Testing Milestone 5 O
Priority:  Mormal

Status: Reinstated

ﬂ 13th SOW Engagement Case ... ()
Accoun...  Corina Testing Account LLC
Case O..  Shannon Wolanin
ﬂ Testing Milestone 4 O
Meimrit o Blmwmn =l hd
o




Sending Email from Outlook to Salesforce

Relating incoming messages

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

» If you do not see the side pane, click
on the waffle at in the top tool bar or in
the email message itself and click
Salesforce

» Salesforce Plug-in will try to relate all
the records it finds connecting to the
incoming email. Deselect any record
that is not appropriate, and select any
other that should be assigned

&> salesforce 1 X

x Log Email

Log Emails Faster €

E w Search Contacts... QL

People Unselect All

Select one or more people records.

@ Mic Barton
Email: nbarton@ipro.org

0 Micholas Barton
Compa... IPRO

0 Corina Downey- Konkus
Title: Salesforce Administrator
Compa.. [IFRO

@) cotiin vork

Title: Director
Compa... IPRO

Other

Select one object to log the email to.
Select None to leg the email to only the
selected people records.

@ Mone (O]

" Corina Testing Account LLC O
Accoun...  Facility

TESTING ONLY O
Priority: Mormal
Status: Cpen

ﬂ 13th SOW Engagement Case ... (_)
Accoun...  Corina Testing Account LLC
Case Q... Shannon Wolanin

—_— -

LAY

&» salesforce =X

b4 Log Email

Log Emails Faster @
S

Mic Barton J
Email: nbarton@ipro.org

e Micholas Barton J
Compa... [IPRO

6 Corina Downey-Konkus J
Title: Salesforce Administrator
Compa... IPRO

€ cotin vork O
Title: Director

Compa... IPRO

Other

Select one object to log the email to.
Select None to log the email to only the
selected people records.

@ MNone O
Corina Testing Account LLC (@]
Accoun... Facility
TESTING ONLY O
Priority: MNormal
Status: Cpen
13th SOW Engagement Case ... (@)
Accoun.. Corina Testing Account LLC
Case Q... Shannon Walanin

Testing Milestone 5 (@]
Priority: MNormal
Status: Reinstated

ﬂ 13th SOW Engagement Case ... ()
Accoun... Corina Testing Account LLC
Case Q... Shannon Wolanin

ﬂ Testing Milestone 4 O

Cance' “

]
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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 section. 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

Created Date: 8/6/2024, 1:27 PM

~ Account Details
View All

Account Name Account CCN 1D A d _— r—
Corina Testing Account LLC 4 12345
Type of Facility (7] Account TIN Activity Chatter
Facility
Account State @ Account NPI
Ml 12345678@

Filters: All time - All activities « All types a
Account ZIP Code €

Refresh = Expand All = View All
48348

~ Upcoming & Overdue
~ Case Information .
No activities to show.

Case Number Case Owner
00132248 €3 shannon Wolanin Ey v May: 2028 s e
Parent Case ,  PmayQa > ]  Testing Email Sending - Outlook Plugin 12:19 oM | Today [¥)
s’ You sent an email to nbarton@ipro.org
Enrollment Date Secondary QIA
8/7/2024 4 p
Closed Date Contact Name A pastYear
8/8/2024 4 . s
Nic Barton > ESRD HTN program 1214 PM | Aug 6, 2024 |~ |
Close R - B ;
ose Reason P Contact Phone crkistner@ipro.org sent an email to shannon Wolanin
Close Reason Details Contact Email L
a ) No more past activities to load.
nbarton@ipro.org
E it Strats BOX Dat
ngagement strategy e ; Engagement Strategy CMS Submit Date
. 4



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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