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2 INTRODUCTION

Salesforce.com for Outlook plugin allows the user to synchronize emails sent to records in the
system and add them as activity history of the related records inside Salesforce.com.

This Manual contains all the steps needed to install the Salesforce for Outlook plugin for the
Salesforce.com Org.
3 INSTALL AND CONFIGURE SALESFORCE FOR OUTLOOK

3.1 DoOWNLOAD OUTLOOK PLUGIN

3.1.1 LOGIN TO SALESFORCE

Login to Salesforce Org by going to https://ucsf.my.salesforce.com

3.1.2 ACCESS THE SETUP

Go to your username located in the upper right corner of the screen and click on Setup.

L~ ]
Salvador Mora Ac... ~ Help & Training CACTAS

by Profile
hoz |

Setup

Developer Console
Logout [User menu For Salvador Mora .ﬁ.castaL

3.1.3 ACCESS SALESFORCE FOR OUTLOOK LINK

In the next screen go to the left section under Personal Setup, expand Desktop Integration and
click on Salesforce for Outlook link.

Expand All | Collapse All

Q) Guick Find
Force.com Home

System Overview

Personal Setup

r| My Personal Information

+| Email

v Import

B Desktop Integration
Check for Updates
Connect for Lotus Motes
Connect for Office
Force.com Connect Offline
Chatter Desktop

r| My Chatter Settings



3.1.4 DOWNLOAD PLUGIN
Note that the version of the plugin maybe different from what is shown below as Salesforce

continuously updates it.

Skip to main content

Search Feople, Contacts, .. Search

Home  Centract Agreements

Process Forms  Contract Process Forms  CACTAS Folders  CACTAS Files

Accounts Reports  Dashboar

Expand Al | Colapse All

@, Guick Fin

Force.com Home

System Overview

Personal Satup

+| My Personal Information

+| Email

| Import

B Desktop Integration
Check for Updates

Salesforce for Outlook

Connect for Lotus Motes
Connect for Office
Force.com Connect Offline
Chatter Desktop

+| My Chatter Settings

Salesforce for Outlook

Salesforce for Outlook keeps your important custorner data in syne between Outlook and Salesforce.

Sratire or Cuistn Corhurstion

Welcome to Salesforce for Outlook

Salesforce far Qutlook keeps your contacts, events, and tasks synced hetween CQutloak &

:o can also add emails to your Salesforce records.

o You'll configure Salesforce for Qutlook to sync folders of your choice. To learn about the t

syne, review your configuration

Watch a demo
(English anly, 2:43 minutes)

Your Configuration and Download Options

First, openyour configuration to see your settings. Then, download Salesforce for Outlook.

3.2 INSTALL SALESFORCE FOR OUTLOOK PLUGIN

3.2.1 EXECUTE INSTALLATION

Once the file is downloaded, click on the installer to begin the process.

3.2.2 SALESFORCE FOR OUTLOOK PREREQUISITES WIZARD

The Salesforce for Outlook prerequisites wizard will open. Click on Next.

X

& Salesforce for Outlook Setup

Welcome to the Prerequisites
Wizard

The setup has determined that some of the
prereguisites needed to run this program are
missing. This wizard will assist you in getting and
installing those prerequisites. Click Next to
continue to the list of prerequisites.

Click Finish at any time to completely skip the
installation of prerequisites and jurnp to the
installation of the main program. Click Cancel to
cancel the installation and exit the Setup Wizard.

View My Configuration

Click on this button

Download (Version 1.7.101}




There are some required components that need to be installed first. Click Next (see below).

& Salesforce for, Quilook Setup E|
Prerequisites
These programs are needed For the application ko run, Click an the check box |
nexk ko a prerequisite to select it For install or to skip it, ./"
Marne Yersion Ackion
MET Framework 4.0 Required: 4.0 or higher, Found; ...  Download
Office 2007 PIA Required: any. Found: nothing, Install
YSTO 2010 Runtime {32-bit) Required: any, Found: nothing, Install
Download Folder: | EdyDocuments and SettingsialitalDatos de programatsalesfon | ’ Browse. ..

Press the Mext button to download the prerequisites,

[ Baclk | | Nemt i

& Salesforce for Qutlook Setup |

Prerequisites Download
Please wait while the selected prerequisites are dovnloaded,
v

Size Skatus
whload. mic 7. 48,11 MB

Progress: 64% (31.00 MB of 45.11 MB)

(RESNRNNNNRNRNNRNRNNRARA RN RN RNRRARNRE )

Dowenloading: JMET Framework 4.0 64% (31,00 ME of 45.11 MB)

(RRARANANANRNRNA AR RNANNRR AR RNRARARRE )

Sawing to: E:\Documents and Settings)alitalDatos de progra.. . \dotnetfx40_full_x86_x&4.exe

Remaining tme: 1 min 42 sec at 170 KBlsec

Automatically install the prerequisites after Finishing the downloads.

Note: If you are asked to restart the PC, do it. After restarting reopen the installation file and

continue.



3.2.3 SALESFORCE FOR OUTLOOK INSTALLATION WIZARD

Now that the prerequisites are installed. The Salesforce for Outlook Plugin wizard will be
opened. Click Next.

i Salesforce for Outlook Setup E|
Salesforce for Outlook
@ Installation
4

This Setup program installs Salesforce For Qutlook on your
computer, To continue, click MNext,

I Mext = l [ Cancel

On the next screen, read and accept the agreement. Click Next.

i@ Salesforce for Outlook Setup E|
End-User License Agreement
Please read the Following license agreement carefully /
i
A

Salesforce For Outlook
Terms of Use and Order Form Addendum

This is a legally binding agreement. Please read it carefulle, By clicking *T Accept™
below, ar instaling or using this Salesforce software product andfor any updates ko
such software provided by salesforce.com (the "Software™), vou:

+  agree to the Following terms on behalf of the salesforce, com customer with

which you are employed, affiiated or associated (the "Customer™),

<

(*) 1 accept the kerms in the License Agreement

(1 do not accept the kerms in the License Agreement

< Back ][ Mext = ] [ Cancel ]




If you wish to change the installation path, do it, if not leave the default path and click on Next.

i Salesforce for Outlook Setup

Select Your Installation Location

Salesforce, com recommends wou install Salesforce For Outlook ko the location indicated
belaw, IF, howewver, wou want ko install ko a different location, click Browse to navigate
to and select it, To continue, click Mext.

Folder:

|C:'|,F‘ru:|gram Filesisalesfarce, comi Salesforce For Qutlaok, Browse. .,

< Back. ” Mesxk = ] [ Zancel

Finally click on Install and wait for the installation process to finish

% Salesforce for Outlook Setup 7

Begin the Installation @
4

Ta begin the installation, click Install.

< Back ][ Install ] [ Cancel

Installing Salesforce for Dutlook @
)

Please wait while the Setup program installs Salesforce for Outlook. This may take
several minukes,

i Salesforce for Outlock Setup

Skatus:
[ ]

Cancel




To finish the installation process click on Finish on the last screen and leave the Start Salesforce

for Outlook checkbox active.

i Salesforce for Outlook Setup El

@ Congratulations!
..—;. ¥ou installed Salesforce For Outlook, To exit the Setup

program, click Finish.,

Start Salesforce For Outlook

As soon as the installation process is finished you will see a new icon (grayed-out ‘S’) has

appeared in your system tray (lower right corner).




3.3 CONFIGURING SALESFORCE FOR OUTLOOK PLUGIN

3.3.1 CONFIGURE SALESFORCE ACCESS FOR THE PLUGIN
Go to the icon (grayed-out ‘S’), right click on it and click on Settings

Sync 2
Salesforce.com 3

P

I"l.l'iew your Salesforce fo
Help

About

Exit

If this is the first time you’re installing and configuring the plugin, a new dialog will appear
asking for credentials. First click on the pick list menu located at the top and select the Other
option.

(©) Salesforce for Outlook Settings ==

- login.salesforce.com 7
test.salesforce.com
salesforce [Other. |
r "

User Name

Password

[F1Remember User Name

Forgot your password?

A small pop up will appear asking for the Salesforce URL, enter the following:
ucsf.my.salesforce.com and click OK.

Enter Other URL (23]
Enter a Salesforce URL

https:/¥ ucsf my salesforce com.

0K l ’ Cancel




Now the plugin will ask for your MyAccess credentials, provide them and select the Remember

me checkbox before clicking on the Login button.

& Salesforce for Outlook Settings

https://ucsf.my.sa

ce.comyservices/ oauth/authorize

University of Califernia, San Fra o | AboutUCSF | Search UCSF | UCSF Medical Center |
information technology
MyAccess

Single Sign-On Login
Username
pugedar Options

More information...

Password

¥ Remember me

MyAccess Account Help Workstation Account Help

Get MyAccess Customer Support —
Enrnnt N2

Now Salesforce will request for permission to access basic information and manage your data.
Click Allow.

&5 Salesforce for Outlook Settings (=)

https://ucsf.my.salesforce.com//services/oauth2/authorize

Loggedin as 2519 edu ( Notyou? )

"Salesforce for Qutlook" is
requesting permission to:
- Access your basic information

-Access and manage your data
- Perform requests on your behalf at any time

salesforce for Outlook Only click Allow for appl_lc_a_tlons you tru_st You may revoke
access at any time by visiting your Setftings page.

A powerful Qutlook integration

application that lets you add emails to m m

Salesforce in a single click and sync

your contacts, events, and tasks

seamlessly in the background.
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The next screen will show the configuration predefined by the SF Org Administrator. Click OK.

& Salesforce for Outlook Settings b_(

Choose Folders

You're not currently configured to sync with your Outlook,

Ta review your settings in salesfarce.com, see your configuration.

Contacts @ Cantacts not enabled for sync
Events @ Events not enabled for sync
Tasks @ Tasks not enabled for sync

[ ok ][ cancel

Now you will see the grey icon E for the Salesforce for Outlook change to red ﬂ

Create a new email with Outlook and now you will have a new button to send the email to
Salesforce

d Testing COutlook for Salesforce - Message (HTML)
i :
Message Insert Options Format Text

e =
= . Cut T T P | [ = @ :
ﬁ B o Calibri(Bo ~ |11~ | AT A7 ||iZ - $= | & _ESH @:‘/J L[i ]
=2 Copy
send Paste _ B 7 UO|®- A-=E== Address Check || Attach Attach
andadd | e o Format painter | o =l Book Names | File [Hem
Salesforce Clipboard ] Basic Text ] MNames

[ T0... ] |moraacostasmedsd1.ucsf.edu

(e ] |

Subject: |Testing Outlook for Salesforce

lust testing the Qutlook for Salesforce Plugin!

Sal.

Finally click on Send and Add.

11



3.4 ADDITIONAL CONFIGURATION

3.4.1 DISABLING EMAIL CONFIRMATION OF ASSOCIATION

By default Salesforce for Outlook enables a field used for tracking if the record was created on
Salesforce.com, however this can be disabled if needed by following the steps below:

1. Go to your username in the upper right corner of the screen and click on Setup.

L~
Salvador Mora Ac... *  Help & Training CACTAS

Iy P rofile
ho:
Setup |

Developer Consale
Logaut [User menu For Salvadar Mora .ﬁ.cu:ustaL

2. On the next screen go to the left section under Personal Setup, expand Desktop Integration
and click on Salesforce for Outlook link.

Expand &l | Collapse Al

Q) quick Fing

Force.com Home

System Overview

Personal Setup

+| My Personal Information

»| Email

» Import

& Desktop Integration
Check for Updates
Connectfor Lotus Notes
Connect for Office
Force com Connect Offline
Chatter Desktop

+| My Chatter Settings

12



3. Click on View my Configuration.

Personal Setup

M I e e Welcome to Salesforce for Outlook
»| Email
B3 Desktop Integration

Salesforce for Qutlook keeps your contacts, events, and tasks synced between Qutlook and Salesforce. You can
Checkfor Updates

also add emails to your Salesforce records.

Salesfol

or Oul

You'll configure Salesforce for Qutlook to sync folders of your choice. To learn about the types of data you can

sync, review your configuration.
Connect for Office Watch a demo MAES s £
Force.com Connect Offline (English only, 2:43 minutes)

Chatter Deskiop

»| My Chatter Settings

Your Configuration and Download Opticns

First, open your configuration to see your setings. Then, download Salesforce for Outlook.

View My Configuration Download (Version 1.7.101)

% Release No View My Configuration | v | mei installer

4. Click on Email for Salesforce settings.

Expand All | Colapse Al

@ Guct g Salesforce for Outlook Configuration

Personal Setup Data Settings

*| My Personal Information

*| Email

B Desktop Integration Email Settings
Check for Updates

Your administrator has defined these settings for your Salesforce for Outlook configuration.

" Add Email I Email to Salesforce Seftings I

Salesforce for Qutlook Create Case

Connect for Office
Force.com Connect Offline Sync Settings
Chatter Desktop Contacts
»| My Chatter Settings Events
Tasks

5. In the next dialog, uncheck Email me confirmation of association.

My Email to Salesforce Save | | Cancel

Enter the Email to Salesforce address in the BCC line of emails that you want to add to the activity history of related records. This is an automatically gener:

Email to Address  em a-a0ngwng2rzljicdwablvahmeg08al0gk0sgswixldwcpfkezo z-Goyimaizle sandbox salesforce.com

My Acceptable Email Addresses

Enter all email addresses thatyou use to email leads and contacts, separated by commas. Only emails sent from an email address you specify below can

My Acceptable Email Addresses kumm\ngsd@meds:h.ucsfedu

Email Associations

When emails are sentto salesforce.com:

(5] Always send them to My Unresolved ltems j  Mew!

@ Automatically assign them to related salesforce.com records
[] Opportunities
Leads
Contacts

If duplicate records are found, associate email with:
= All records

The oldest record
@ The record with the most activity

If ne matching records are found, create a task for each recipient and send itto My Unresolved ltems

[] Always save email attachments
Email me confirmation of association I <-- Uncheck this.

13



6. Click on Save.

3.4.2 SAVE EMAIL ATTACHMENTS

Follow steps 1 — 4 in the previous configuration (3.4.1 Disabling email confirmation of
association)

In the next dialog that appears, select ‘Always save email attachments’

My Email to Salesforce Save | | Cancel

Enter the Email to Salesforce address inthe BCC line of emails thatyou want to add to the activity history of related records. This is an automatically geners

Email to Salesforce Address  emailtosalesforcei@-1zogykiaps SigoeldSEwUE Sedecoctnfd.z7simmayzle.sandhox salesforce.com

My Acceptable Email Addresses

Enter all amall addresses that you use to email leads and contacts, separated by commas, Only emails sent from an email address you specify below can
related records.

My Acceptable Email Addresses

Email Associations

When emails are sentto salesforce.com:
(O Always send them 1o My Unresolved tems | jiew!
& Automatically assign them 1o related salesforce.com recards

[] Opportunities

Leade If duplicate records are found, associate email with

) Allrecords
Contact:
oracts () The oldest record

® The record with the most activity

If no matching records are found, create a task for each recipient and send it to My Unresolved ltemns

| Always save email attachments | <-- check this
1 Ernail e confirmation of association

Click on Save.



4 |SSUES AND RESOLUTIONS WITH SALESFORCE FOR OUTLOOK

Before continuing on with the following scenarios and issues, please make sure that you have
Salesforce for Outlook properly installed and configured by following the steps outlined within
section 3 (Install and Configure Salesforce for Outlook) of this document.

Also note that these issues and resolution cases are documented and are part of Salesforce’s
knowledge base located at http://help.salesforce.com. You can either click on the link below or

search for the article by entering the KB # that is enclosed in parenthesis below.

4.1 MISSING SALESFORCE FOR OUTLOOK ADD EMAIL BUTTON (000003640)

4.2 SALESFORCE FOR QUTLOOK "ADD EMAIL" BUTTON DOES NOT LOAD IN QUTLOOK
2007 or 2010 (000004342)

4.3 SALESFORCE FOR OUTLOOK DOES NOT RUN AND AN ERROR POPS UP (000076525)

4.4 SALESFORCE FOR OUTLOOK INSTALLATION FAILS DURING THE PIA INSTALLATION
(000066916)

4.5 SALESFORCE FOR OUTLOOK INSTALLATION ISSUES (000007606)

4.6 REMOVING / UNINSTALLING SALESFORCE FOR QUTLOOK (000003843)

4.7 SALESFORCE FOR OUTLOOK NOT ENABLING
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