=™ Match My Email

Creating a Match My Email Account - Microsoft 365
Individual Authentication

Finish Setup with Steps on Match My Email System

This is the second of two documents you will need for the complete setup of Match My Email (MME). Prior to using this
document, a Salesforce System Administrator should perform steps to install the application, choose an uploading
strategy, and configure Salesforce.

In this document:
e You will create an MME account for your company and configure settings.
e Individuals will be able to complete their own individual connection with Microsoft 365 (which may require
Microsoft 365 Admin approval)
e PLEASE NOTE: If you choose to use MME for calendar syncing, other tools, especially EAC, should be disabled
for trial Users to ensure no conflict or unexpected behavior
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1. Set up Match My Email Account
1.1. Following the successful install of the app, you will receive an email from MME Support (as shown in image

below) that contains the link ‘click here’ to proceed.

N el Sipor @ Match My Email Support <noreply@salesforce.com>

Match My Email setup 11:42 AM - <) 9 Replyall | v

Gail McGlamery ¥

Dear Gail

You've recently installed Match My Email package into your Salesforce
organization

In order to proceed with Match My Email setug]

| Match My Email Support

If you do not receive the email, click the best link below for your needs:
For account/data on U.S.-based server, https://us000.matchmyemail.com/install
For account/data on E.U.-based server (GDPR compliant), https://eu.matchmyemail.com/install.



https://us000.matchmyemail.com/install
https://eu.matchmyemail.com/install

1.2. The first screen presents the Terms of Service and Security Policy. After reviewing documents, check the box
to confirm and click Next.
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Welcome to Match My Email!

This Setup Wizard will guide you through the steps that are necessary to connect your Salesforce
organization with your email provider or on-premise server.

1.3. If you received the email in 1.1 above and clicked the link provided, our system should anticipate the correct

type of Salesforce install. If, instead, you clicked on one of the links in 1.1, you may be asked to reinforce your
choice of Production or Sandbox.

If you/your company is located within the European Union or needs to meet GDPR compliance, choose the
European Union server to reinforce your cloud choice. Otherwise, choose the United States as the location
for your data storage and processing. Click Next.
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Where your data will be processed and stored?

European Union

1.4. You will jump to Salesforce and may be prompted to login to Salesforce. MME is requesting access to connect
your MME account to your Salesforce organization. This is not activating an import. Click Allow.

Match

My &
Email
Allow Access? An MME account has now been created and you are able to manage the
R — account. Proceed to the next step to connect the account to your email
* Access your basic information Ser\/er‘

« Access and manage your data

« Perform requests on your behalf at any time

Do you want to allow access for

Your Salesforce Username? (Not you?)

e

To revoke access at any time, go to your personal settings.

2. Activate yourself (Salesforce Administrative User) using Individual Authentication

If, as an Administrative User, you do not want to import and match email but rather only manage the account, skip to
3.0. If you do need to activate yourself, you can continue with the setup wizard steps.

2.1. Choose Microsoft 365 and Next.

Setup Match My Email
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Who is your email provider?

| &

® Microsoft 365 Google Workspace Other
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2.2. Choose “No, I'm not a Global Admin” to proceed in connecting an individual API connection to Microsoft 365.

Setup Match My Email

By RAE Internet Inc.

Are you a Global Admin for your Microsoft 365 organization?

_ Yes, I'm a Global Admin.

® No, I'm not a Global Admin.
Match My Emall will use your account to securely access only your emall data.

2 T'mnot sure, let me test.
You will be redirected to Microsoft 365 to grant access. 1f you are not a Glabal Admin, click “Retun to application.

2.3. You will be prompted to sign into the email account from which MME should process emails.

B2 Microsoft

Pick an account

m Your name & email account here

Sagnedin

—  Use another account

2.3.1. If you are an Admin for Microsoft 365, you may be presented with an option to Consent on behalf of
your organization. If your Email Administrator has pre-approved the MME application, then you may
be prompted to accept permissions. Click Accept.

B Microsoft

Permissions requested

P Match My Email

app would like to:

If you prefer to adjust settings before activating your import, or if you are an Admin and do not need
an active import, click Skip and then Finish. Skip to 3.0.

If you want to proceed with activating your import, click Next. MME will begin running the first import
automatically, going back 24 hours in the default folders of Inbox and Sent. Allow it to run and then
click Finish. (https://www.matchmyemail.com/wiki/frequently-asked-questions/importing-email-
history-with-match-my-email/). Skip to 3.0.

2.3.2. If your Email Administrator has reserved the ability to approve third-party app connections, then you
will see a message indicating Approval Required. Fill in your reason for the approval (ex. Connecting
email to Salesforce with app) and click Request Approval. On the next prompt, click Back to App.
You will need to wait for your Admin to approve.

B2 Microsoft

B Microsoft

Approval required

Request sent
mé" matchmyemail.com

Your admin has been notified of your request to
access this app. Once your admin reviews the request

[ ] yore e Vet
Sign in with another account
Do s app ook sapicious? Repor t hre
Back to app
cncel [ I
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Upon return to MME, you may see an Access Denied message. It simply is reinforcing that you are
having to wait for approval to complete import activation. Skip to 3.0.
Setup Match My Email

By RAE Internet In:

Are you a Global Admin

® No, I'm not a Global Admin.

3. Best Practice: Add Ignore Rule for Email Domain

We strongly recommend as a best practice that you add an ignore rule for your internal email domain. This is a
protective measure against unnecessary or unwanted matching of internal email into Salesforce.

3.1. Navigate to your Salesforce App Launcher > Match My Email Setup. Click Ignores and then +New. Fill in the
form as follows:

e For Address to Ignore, type your email domain, which is everything after the @ symbol. If a company
email address is Jane@acme.com, the domain is acme.com.

e For Ignore Type, confirm ‘skip address’ is showing.

e For Direction of Address, click the button by ‘any’

o Userto Apply to, choose all users

o (Click Save.

. ‘ Q search,

233 Sales  Home Lleads v Contats v  Accounts v  Opportuniies v Cases v Reports v Files v

—
Configure Match My Email ‘

Control Panel

Ignores

> Customize | D

Uploadin 5
ploadng ' Ignore List Entry X
> Data Management J
1

> Reporting Address to Ignore: YOUR DOMAIN HERE
> Installation
Ignore Type: skip address

Direction of Address: () sender recipient (@) any

4. Review Alert Settings

41. MME will send email alerts to Users and Admins when

ity i : . Match My Email alerts D ash
connectivity is broken either for Salesforce or for email

. . . . ch il <noreply@matchmyemail.com>
& calendar importing. They will appear as in the ® - o
following example of a broken email connection. The Dear Admin or User email address
alert |anguage W||| be desCrlpthe tO the k|nd Of error MatchMyEmaIijhasfdeltectedone:rr::rialertcondi(icnsthalrequires
. . your attention. List of alerts is provided below.

occurring. It will be addressed to the User approved for

. . o Name of Import when
receiving alerts for ALL Users and include an Alert Match My Email import was activated.
Reference #. The Import Name saved during import ~~~msem%mmmmuy.p.easeduna.rep.y
activation will be indicated along with the email address B )
in question.

due to excessive number of login errors. Last error was:

authenticating -> remote server error: [AUTHENTICATIONFAILED] Invalid
credentials(Failure). Importing of data from this source is not

performed until login access is restored by the user.
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4.2. Any User that is a System Administrator in Salesforce is automatically an Admin in Match My Email. If you do
not want all Administrative Users to receive these, but perhaps only a few Admins involved with the management
of Match My Email, you can uncheck the box next to Admin Users you that should be exempt from alert
messaging. Remember to click Save at the bottom of the screen.

. [ Q Search.. [

it Match My Email

Configure Match My Email

Control Panel
gores. Admins to Receive Email Alerts
> Customize »’ If Match My Email's system detects an issue related to your integration, the selected admins below will receive admin-related alerts via email.
Uploading Gail McGlameryEnt <
2% [ iienpgement B[4 ovidiu Bivolaru < >
> Reporting y
Trev Smith < >
> Installation
Alert Settings

4.3. This list of Admins to receive alerts is drawing from user-specific permissions in the MME account. If you
navigate to Control Panel > Users > Click a User Name > Permissions, you can see a box for Administrator.
When someone is a System Admin in Salesforce, this box is checked by default and will always remain so.

Itis possible, though, to grant a Salesforce End User Admin rights in Match My Email. In the screenshot below,
the User Ovidiu has the Standard Platform User profile in Salesforce. In the Match My Email Control Panel,
navigating to his specific permissions in Match My Email we can see he has been made an Administrator in the
app. This indicates that he is eligible to be on the Alert Settings list.

SETUP
Users

All Users Help for this Page &

On this page you can create, view, and manage users.

To get more licenses, use the Your Account app. Let's Go

View: | Al Users | Edit| Create New View

A|B|C|D|E|F|G|H|1|J|K|LIM|N|O|P|Q|R|S|T|U|V|W]|X]|Y]|Z]Other FAN

New User | |Reset Password(s) | Add Multiple Users ‘ I

D Action Full Name * Alias Username Role Active Profile ‘

D Edit Apple, Aaron aappl aaron@ Eastern Sales Team Standard Platform User Custom

[] | Edit Bivolaru, Ovidiu obivo ovidiu@ v/ Standard Platform User

[] | Edit Black, Eve EBlac eve@wa Western Sales Team Standard Platform User

[[] | Edit McGlameryEnt, Gail GMcGl gailmeg CEO v System Administrator h

[] | Edit Smith, Trev Trev trev@fre: €00 v'  System Administrator h
Users 2 X  Ovidiu Bivolaru X Cancel Permissions

Insights Summary

Active Email Imports Active Calendar Imports Personal Profile

Permissions

St IpoeSane Salesforce Settings
Q name orema All Bulk Activate
Imports ' Receive user email alerts

Salesforce © Email Cal Active

Users Imports Imports Status

Gail McGlameryEnt 2 2 N

Ovidiu Bivolaru 0 0 5

Trev Smith 2 0 5
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44. It is then the choice of someone managing Match My Email to uncheck the box if he should not receive alerts.

: Match My Email

Configure Match My Email
Control Panel

Ignores
» Customize
Uploading
> Data Management
> Reporting

> Installation

Alert Settings

Home  Match My Email  * Match My Email Setup v X

Admins to Receive Email Alerts
If Match My Email's system detects an issue related to your intey

[ Gail McGlameryEnt <

Ovidiu Bivolaru < >

Unchecked

5. Confirm company-wide settings for Matching and Upload Rules

5.1. From Control Panel, go to Company > Salesforce Settings.

= Match My Email

Control Panel Company

A Dashboard General Sattings
™ Email Services
2 Users

@ 1gnores

Cancel Salesforce Settings

' Mateh Contacts

 Match Leads + Upload Body

+ Match Users

< Mateh

Match Opportunites

Match Cases

 Ignore Users' Addresses

Copyright © 2025 RAE Internet, Inc.

Enable Precision Matching

Don't match Inactive Users

In the first column, Matching Rules are enabled for Contacts, Leads and Accounts by default as well as
Salesforce Users. Uncheck boxes to disable matching. IMPORTANT: Check the box for the last option “Don’t
match inactive Users”. This is particularly important if you plan to use MME for calendar syncing.

Check a box to enable matching to Opportunities or Cases. The app will match all open Opportunities when a
Contact is matched and they are also a Contact Role. Alternatively, when no Contact Role is defined, the app
will match all open Opportunities rolling down from Account. For Cases, it is similar.

Precision matching is possible to Opportunities by tag or words in the subject or to Case by unique Case # with
custom app rules. However, with Enhanced Email we can relate an email to one Whatld record for reporting.
Contact our support team to inquire.

The default settings on Upload Rules are to move data into Salesforce, upload email body, upload attachments
up to 5 MB, and to block inline images up to 25 KB. Details on how to modify these rules can be found on our
support site wiki post.

Don't forget to save any changes you make.

All rights reserved Page 6
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6. Optional: Confirm Settings for Calendar synchronization (Salesforce Admin step)

Calendar Syncing is an add-on feature. It requires an Activity Setting in Salesforce and an optional picklist value. Review
settings noted below in 6.1, 6.2 and 6.3.

6.1. Go to Salesforce Setup > Activity Settings and look for the feature “Allow Users to Relate Multiple Contacts to
Tasks and Events” which is often at the bottom of the list. It may already be enabled and highlighted in yellow.
If it is not, check the box and click Submit. Salesforce may indicate it can take time to fully enable this.

230 Setup  Home  ObjectManager v

Activity Settings

Q activity 4— E T

+ Feature Settings

v Sales

v Einstein

Activity Settings
Modify your activity settings here.

v Einstein Sales

Activity Settings
+ Einstein Activity Capture
: nable Group T
Settings Enable Group Tasks
Rolup activiles to 2 conacts prmary accoun UL

(] Enable Sidebar Calendar Shortcut
Didn't find what you're looking for?

4 Enable Creation of Recurring Events in Salesforce Classic
Try using Global Search.

Enable Creation of Recurring Tasks
Enable Activity Reminders
O Enable User Control over Task Assignment Notifications | &
Enable Email Tracking
ow simpler New Task form on mobile
sh ler New Task fc i
(0] Show Event Details on Muli-User Calendar View
Enable Muliday Events
[ Auto-reiate attendees to users' events in Lightning Experience |

() Add user lists to calendar views in Lightning Experience | |

Allow Users to Relate Multiple Contacts to Tasks and Events *. Feature enabled.
To disable this feature. contact the salesforce.com Support team

submit | Cancel

6.2. When MME matches and uploads an event to the Activity timeline, it can also set the value of the Type field in
the Event object correctly as an Event. This is helpful for future reporting on Events. To adjust the picklist for
Events, navigate to Salesforce Setup > Object Manager > Event

i Searn et e 22 sle @

i3 Setup Home

SETUP

- r Quick Find Schema Builder Create w
o Object Manager
71 Items, Sorted by Label
o Uoject 7
. i i o Custom  Relation of email message to other object such
| My Related t |
Email Message Related Object MME__EmailMessageRelatedObject__c T 0 O e i Miatch My Emal. | 41612021 v v
Standard
Engagement Channel Type EngagementChannelType Object
Standard
External Managed Account DelegatedAccount i‘f,’l‘f"’

Click on Fields and Relationships and scroll down to find and click on the label for Type field.

In the Event Type Picklist Values section, if Event is not yet listed as in the screenshot below, click New. Type
in Event in the box and click Save. If Event is already listed as a value, proceed to next step.

Event Type Picklist Values | New |Re_gr_dg Replace | (Printable View
Action Values API Name Default Modified By
Edit | Del | Deactivate Email Email
Edit | Del | Deactivate Meeting Meeting
Edit | Del | Deactivate Other Other
Edit | Del | Deactivate Call Call
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6.3. Navigate to the MME Control Panel (Salesforce App Launcher > Match My Email Setup). Go to Company >
Salesforce Settings. In the Matching Rules column, the feature Don’t Match Inactive Users should be checked.
Click Save.

Control Panel Company X Cancel Salesforce Settings
MATCHING RULES UPLOAD RULES
A Dashboard General Settings ] Match Contacts | Upload Emall to Salesforce
| Precision Matching
8 ! Match Leads ! Upload Body
A Company
Salesforce Connection
| Match Users Upload Text Body only
Y% Email Services
Salesforce Settings
| Match Accounts | Upload MIME as Attachment
2 Users Quotas
| Match Opportunities | Upload Attachments upto | 5 mB
Close Account
Match Cases ' Block Inline Imagesup to | 25 KB
] Ignore Users' Addresses Emall Task Status
Completed
/| Enable Pracision Matching
Emall Task Subject
| Don't match Inactive Users

7. Match My Email Activation Steps for Individual Users
The Individual Authentication strategy requires each End User to perform the steps in this section.

7.1. From the Salesforce App Launcher, search and choose Match My Email Setup. You will land on the Control
Panel view.

Sales Home Leads v  Contacts v

N[ /7.7 7

App Launcher _
[ Q match Ql

Apps
:"*19 Match My Email
Items

Match My Email

Match My Email Setup

View All

neq
2001
7.2. Users that are not Salesforce Admins will have a minimal menu. Click on Imports > + >Microsoft 365 > Next.
. [ Q search. ‘
* Match My Email Setup ~ X

330 Sales  Home leads v Comtacts \ Accounts v  Opportuniies Reports \  Calendar v MMEDEVEL Match My Email

N\ Se— N VNN TG 2 i NNV S NS

Control Panel Imports D X  Create new Email Services

Configure Match My Email
Control Panel

Ignores

f Dashboard

Who is your email provider?

S

@ Microsoft 365

Q

(0) Google Workspace

Users that are Salesforce admins will have more menu options. Click on Users. For your Users listing, click
the toggle. Choose Microsoft 365 and then Next.

Copyright © 2025 RAE Internet, Inc. All rights reserved Page 8



Control Panel Users

Insights Summary

A Dashboard Active Email Imports

0
fi# company

Search
N Email Services Q_ name or emai
2 users

X  Create new Email Services

Active Calendar Imports

0

Who i your email provider?

Import Status 6 ~~

@ Microsoft 365

(_) Google Workspace

[O]

&

) Other

7.3. On next prompt, choose “No, I'm not a Global Admin” and Next.

. Setup Match My Email

By RAE Internet Inc.

Are you a Global Admin for your Microsoft 365 organization?

() Yes,'m a Global Admin.

® No, I'm not a Global Admin.

Match My Emall will use your account to securely access only your emall data.

_ I'm not sure, let me test.

Microsoft 365 to grant access. If you are not a Global Admin, click “Retun to application.

7.4. You will next be prompted to login for Microsoft 365. Sign into your account from which you want Match My

Email to sync emails.

7.5. If your Email Administrator has reserved the ability to approve third-party app connections, then you will see a
message indicating Approval Required. Fill in your reason for the approval (ex. Connecting email to Salesforce
with app) and click Request Approval. On the next prompt, click Back to App. You will need to wait for your

Admin to approve.

B Microsoft

Approval required
Bl °

This 2pp requires your admin's approval to:

have given #t access to

profie

shsred mai

 Read user and shared calendars

Connecting email to Salesforce with app

4

Sign in with another account

Doss this 3pp ook suspicious? Repor & hare

[T Request approvel I

B2 Microsoft

Request sent

Motch 3
A=l matchmyemail.com

s

Your admin has been notified of your request to
access this app. Once your admin reviews the request

you will be notified via email.
Back to app

Upon return to MME, you may see an Access Denied message. It is simply reinforcing that you are having to
wait for approval to complete import activation. Skip to 8.0.

Copyright © 2025 RAE Internet, Inc.
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7.6. If your Email Administrator has already approved Match My Email, you will be able to Accept permissions and
will arrive back in the Control Panel where you can verify folder selection and Confirm your import.

Activate Import m

Import Name

Import 1

Tom Salesman
tom@

Selected Folders

Archive
Conversation History
Deleted Items
Drats

+ Inbox
Junk Emall
Outbox

v Sent Items

8. Optional: Match My Email Calendar Activation Steps for Individual Users

Calendar syncing is set up as a second import in which Individual authentication is repeated.

8.1. Navigate back to your view of the Match My Email Control Panel > Imports.

8.2. End Users will click on Imports to see the Imports panel. Click the + Sign to add an import.
Control Panel Imports D X
A Dashboard a Impartd

8.3. Admins will need to click on Users > Their Name > Imports to arrive at this view. Click the + to add an import.
= Match My Email
- . m R—— B a
#A Company NV——
W Emall Services @ ' ]
= | T |
© Ignores
8.4. Below the Email Services field, expand the Service Type option to choose Calendar.
L~ 4
Service Type
| catendar The Start Date field will default to a date one week prior to the
day you are activating this import. If you want to go back
further, you can use the calendar icon to choose a date
farther back in time up to one year.
Start Date
2024-Jul-09 .
Please note that once activated, the start date cannot be
Selected Calendars altered. Click Confirm at the top to save the import
Birthdays
v Calendar
United States holidays
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9. Accessing Match My Email from within Salesforce

9.1. Access to MME is available from the Salesforce App Launcher. You can click the App to bring up the app
menu. You then need to click the tab label Match My Email to the right of Home.

Sales Home Leads v  Match MyEmail Contacts v  Accounts v

| Matchl h o |

Apps

e . 4 Opens the App Menu - and then click Match
I Match My Email
‘ Sl My Email again

Items

s 4_ Immediately Launches app and temporarily
Matchty Email adds to top Nav Menu

9.2. For one click access from the home screen, choose under ltems/All Items the listing Match My Email. It will
temporarily add a web tab to your navigation menu. Click the drop menu and choose Add to Nav Bar.
& D@2 e @
i3t Sales Home leads v Contacts v Accounts v  Opportunities v  Projects v Cases v  Repors v -Mounwsmulax ’;
Ignore w Deiete v Reprocess w Save w Creste Import Now EEEERIRS A [/ - ? a
O
[u 07:00 AM 0x @3
D May 28 99K o
]

May 28 ax @

The Email Cloud view is private for each User. Emails showing a match in the right column have already been
uploaded and linked to records as indicated in Salesforce where they will remain unless you decide to remove
them. Matched or not, emails remain in the MME Email Cloud for the maximum number of days set in
Company > General Settings (default is maximum of 45 days) and then purged.

For assistance with set up or for questions, contact support@matchmyemail.com. You can also visit
https://www.matchmyemail.com/support/ and use the scheduler to book a free support session as well as Resources > Wiki to find
our knowledge base of articles and online User Guide.

©Copyright 2025, RAE Internet Inc. (dba Match My Email).
This document is the copyrighted intellectual property of RAE Internet, Inc., a corporation domiciled in the State of New York, with
its principal offices at P.O. Box 143, Ardsley-on-Hudson, New York 10503.

The document may be copied in whole or in part, provided that each copy contains this copyright notice.
The information contained in this manual was compiled with care. Nevertheless, erroneous statements cannot be excluded
altogether. RAE Internet, Inc., the authors and the translators are not liable for possible errors and their consequences.

The names of software and hardware used in this manual may be registered trademarks, they are used without guarantee of free
usability. RAE Internet, Inc., generally follows the spelling conventions of the manufacturers. The reproduction of brand names,
trade names, logos, etc. in this manual (even without special marking) does not justify the assumption that such names can be
considered free (for the purposes of trademark and brand name regulations). Please direct any recommendations or comments as
well as questions or requests for assistance to support@matchmyemail.com.
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