=™ Match My Email

Setting Up Match My Email (MME) for Salesforce.com using IMAP
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1. Prior to package install: Enable Chatter, Enable Actions in Publisher, and Confirm My Domain

Chatter & Actions in Publisher are required for Match My Email package. Salesforce.com requires users of
Lightning to set up My Domain in order to have access to custom managed apps and components. Click here for
more about this Salesforce.com requirement.

1.1. Click gear icon top right and choose Setup. In left sidebar, use Quick Find to search for chatter and then
click on Chatter Settings.
& 2[%]e
1.2. Scroll down on screen to Actions in the Publisher section and confirm that box Enable Actions in the

Publisher is checked. If not, click Edit at top of screen, check this box, and Save.

e

SETUP

Chatter Settings

Company Emas Domsins A~

Customer In

s 1o groups they own or manage. Customers can be invited from outside your email domains, can only see information in groups they're invited to, and can only
se groups.

Actions in the Publisher
Add actions you create to the publisher on the home page, Chatter tab, and record detail pages. With this setting enabled, you can also customize the order in which all actions appear,
nd Poll.

actior
including Post, File, Link, and Pol

Enabis Actions in the Publisher

Recommendations in the Feed

Displa to use the Salesforce Today mobile 3pp.



https://help.salesforce.com/articleView?id=domain_name_overview.htm&type=5
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1.3.

1.4.

Confirm that My Domain is set by using Quick Find to search for and click on My Domain.

I_-_ ;s; Setup Home  Object Manager v

B

Home

v Company Settings

My Domaln

Didn't find what you're looking for?

If My Domain steps have been completed, the screen will appear as below. Proceed to Step 2. If not
completed, it is necessary to follow the instructions as presented by Salesforce.com. You must wait until
steps are completed and domain is deployed to users before proceeding.

My Dam:

My Domain

[Er——

established, your domain will appear

2. Install Match My Email AppExchange Package in Salesforce.com

2.1.

2.2.

2.3.

Navigate to www.matchmyemail.com. Click Login in top menu.

=™ Match My Email ScheduleaDemo FreeTrial Product Pricing Resources m

G

A =| =4 =52 salesforce
= 2

% PARTNER
’

X

Take back your time.

Automatically sync email and calendar into Salesforce without clicking a button.

Schedule a Demo Start a Free Trial

Choose the correct portal.

'EM Match MyEm_qil Schedule a Demo Free Trial Product Pricing Resources v Login

If you need to comply with GDPR in the EU, then choose the EU portal.
Otherwise, Rest of World will create your MME account on the US
based server.

LCogin Portal

To sign into Match My Email, select where your
business is located.

Rest of World

Choose the type of Salesforce environment into which you want to install the app and click the button
Proceed to the package installation.

Those using Enterprise and Unlimited editions of Salesforce have the option of installing into a Sandbox
environment for testing. To convert from a Sandbox to a Production environment, setup steps in this
guide will need to be repeated and a new Match My Email account created.
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Match My Email

Signing Up to Match My Email

The sign up process consists of the following steps and must be done by a System Administrator in your Salesforce organization:

1. Install the Match My Email package into your Salesforce organization
2. Create and configure your Match My Email Cloud account
3. Configure page layouts and other settings in Salesforce

Into what type of Salesforce environment are you installing? C h oose correct

® Production_ g Salesforce instance
O Ssandbox . -

into which package
Proceed to the package installation ~ Wl" be insta"ed.

2.4. Login to Salesforce if prompted. Choose Install for All Users and click Install. IMPORTANT: If you choose
Admins Only, you will have to do a significant amount of extra work to expand app accessibility to other
profiles in the future. It is best to Install for All Users now, and utilize permissions to control access.

Install Match My Email

By RAE Internet Inc.

p L 222 2

Install for Admins Only @m.n for All Users Install for Specific Profiles.

i

2.5. Check the box to approve third-party access and click Continue. Approving Third-Party Access adds four
remote site settings and enables our Email Sync Assistant feature (Details in Section 13) to bring
information about No Match messages into Salesforce.

Approve Third-Party Access

This package may send or receive data from third-party websites. Make sure you trust these
websites, What if you are unsure?

Website SSL Encrypted
v
nstall = kit
R
M =
‘es, grant access to these third-party web sites
ESien
| Details

3. Proceed with Match My Email account setup
The install will either complete quickly or, in some cases, may take a bit longer to install.

3.1 If the install completed, you will be notified as such and provided a link ‘click here’ to proceed with Match
My Email account setup.

Installation of Match My Email

By RAE Internet Inc.

Installation Complete!
Please review the instructions below to properly configure this app. View in another browser

We've sent you a email with instructions of how to proceed with Match My Email
setup.

If you haven't received the email or you would like to proceed with the setup right
away theryclic
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3.2. If the install is taking a bit longer, you can click DONE and will be taken to your list of installed packages.
You will receive an email from Salesforce when the install is complete. You will also have received an email
from Match My Email Support (as shown in image below) that contains the link ‘click here’ to proceed.

Match My Emai
Match My Email Support e g

o 9 Repyall | v

stalled Match My Email package into your Salesforce

ceed with Match My Email (

If you do not receive the email, for US cloud you can click https://matchmyemail.com/install or for EU
cloud you can click https://eu.matchmyemail.com/install.

3.3. The first screen is about the Master Subscription Agreement (“MSA”). You can click the link to read the
document or right click it to open the MSA in new tab and read it later. The MSA can also be found on the
Match My Email web site at https://www.matchmyemail.com/legal/. You will need to check the box to confirm
you have read and agreed to the MSA and then click Next.

Setup Match My Email

By RAE Internet Inc

Welcome to the Match My Email! This Setup Wizard will guide you through steps that are necessary t
© connect your Salesforce organization with your email provider.

3.4, If you/your company is located within the European Union, please choose that option to meet GDPR
compliance. Otherwise, choose the United States as location for your data storage and processing. Click
Next.
Setup Match My Email
= | B
3.5. You will be taken to a screen to prompt you for login to Salesforce with your System Administrator credential,

if you are not already logged into Salesforce on another tab. Match My Email is requesting access to
connect to your Salesforce organization. Click Allow.

Match
My &
Email
Allow Access? A Match My Email account has now been created and
B you are able to manage the account. Proceed to next
« Accessyourbascinformation step to connect the account to your email server.
* 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?)
To revoke access at any time, go to your personal settings.
3.6. Since this guide is intended for users connecting via IMAP, choose email provider as Other.
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Setup Match My Email Please Note:

LT e The choice for Microsoft 365 connects to Microsoft via an
API, steps of which are included in a different setup guide.
Whois your email provider? It is no longer possible to connect to Microsoft 365 using
IMAP.

Mn & I . l @ The choice for Google connects to the Google API and
requires administrative steps in Google which are included

in the setup guide for Google Workspace.

3.7. Many common email service providers are listed. Search or use scroll bar to select the host you use and
click Next. If you use an internal server or do not see your provider listed, click the button bottom left to
enter information manually.

Setup Match My Email
L kol If you click to enter manually, on next screen enter
Search for and click on your email your IMAP server hostname (incoming). Most
provider and then click Next. IMAP is routed through port 993, but you should

confirm this is correct. Click Next

Who is your email provider?

Setup Match My Email

By RAE internet Inc.

IMAP server hostname (incoming)
goes here+

Who is your email provider?

If you have an internal
server or your common
host isn't listed, click Enter
email provider manually

3.8. If you only want to manage the MME account and not use the app to sync your own emails to Salesforce,
click Skip and on the next screen click Finish and go to Step 3.10. If you want to sync your emails to
Salesforce and match your own email to Salesforce records, enter your email address and email password
and click Next. This will enable email syncing by starting your first email import.

Setup Match My Email

Please spacify your email address/password to import your emails via IMAP.

your email address here
your email password here
Or click Skip if you only intend

to manage the Match My
Email account for other Users

If the authentication fails, confirm you have the correct password for your email account. If the correct
password is not accepted, it is likely that two-factor or multi-factor authentication is enabled for your
email account. This added step of security on your email account means you will need to create an app-
specific password for Match My Email. Navigate to your email account and look into the control panel or
settings for password or security options. Once an app-specific password is created, you can paste that
into the screen to continue with setup.

Match My Email will begin running the first import, going back 24 hours in the default folders of Inbox and
Sent. (Click here for information about importing older emails.) User can choose to expand Details to
view import log or wait until import is done. Allow the system to complete processing.

3.9. When import is complete, click Next. Upon completing setup, click Finish.
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3.10.  You will then jump to a new browser tab which is signed into Salesforce showing the Match My Email app
in a SFDC web tab. If you skipped creating an import, you will not have email messages showing. If you
did create an import, you will be looking at a copies of emails imported from your selected folders to the
MME Email Cloud. You are the only person who has access to this view. Emails showing a match in far
right column have already been uploaded and linked to records as indicated in Salesforce.com and remain
there 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.

To add this tab to your Nav Bar, click the drop down option and then click Add to Nav Bar.

. Al FE@E? &a s

4. Best Practice: Add Ighore Rule for Email Domain

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

4.1, When signed in to Match My Email account, click the gear icon at right and choose Control Panel.

4.2. In the Control Panel, click Ignores on the left. Click +New button. Fill in the fields as described below and
click SAVE.

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

[ Mabch My Email

acme.com.
e For Ignore Type, confirm ‘skip address’ is showing.
e For Direction of Address, click the button by ‘any’

your email domain

B e Userto Apply to, choose all users
e Click Save.
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5. Confirm company-wide settings for Matching and Upload Rules

5.1. In account Control Panel, go to Company >

Salesforce Settings. )
By default, Matching Rules are enabled for

8 Matich My Email Contacts, Leads and Accounts as well as
Dflens - ettings [ Salesforce Users (for future reporting).

s Uncheck boxes to disable matching to an object
R Company | [ you do not use. Check a box to enable matching
i to Opportunities or Cases.

K

2 Users
The algorithm will match all Opportunities with

Status Open (not Closed) where Contact

i igor Ve Ao matching by email address has a Contact Role.
Gt Alternatively, it will match all Opportunities with

status Open for parent Account when a Contact

is matched by email address with NO Contact

Role.

O Ignores

For Cases, it is similar.

Customized matching to Opportunities by tag or words in Subject Line, or matching to Case by unique
Case # is possible with custom programming. 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.

6. For Enterprise & Unlimited Editions Only: Change Email Message Page Layout

If you are not sure of your Salesforce edition, navigate to Salesforce Setup and in the Quick Find search for and click
on Company Information. In the Organization Detail section at top, look for the field Organization Edition which is
typically in the right column. Editions other than Enterprise and Unlimited can skip to Step 7.

6.1. Go to Setup > Object Manager and click on the label Email Message where you see the APl Name
MME__ EmailMessage _c.
e
acb_ it Click on the Email Message object that
Sl has MME in the APl name.
6.2. In left menu, click on Page Layouts and then click on Page Layout Assignment button top right.

‘ a Email Message

Page Layouts
2 tems, Sorted by Pags
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6.3. On the next screen, click Edit Assignment.

SeTup
Object Manager

Page Layout Assignment
Email Message

« Back to Custom Object: Email Message

‘The table below shows the page layout assignments for different profies.

Edit ssignment I
Profiles P
Chatter User Email Mes
Chatter Free User Email Mes

6.4. On the left, select all Profiles (Click on first, hold down shift, click on last). For Page Layout to Use, choose
the 2nd option for UE/EE (Unlimited/Enterprise editions). Click SAVE.

€t pags Lipout Assigoment reptrmiseage @
Email Message
The table below shows the page layout assignments for different profiles. Use SHIFT + click o click and drag to select a range of adjacent cells. Use CTRL + dlickto select multiple cells that are not sdjacent. Then choose a new page
layout from the drop-down.

—Select Page Layout —

Page Layout To Use: 20Selected 0 Changed

Email Message Layout (PE/GE)
= Email Message Layout (UE,

save | | cancat

6.5. Repeat these steps from 6.1 for Email Message Related Object.

7. Add Email Messages component to Lightning Record Pages

These steps should be followed for each of the Salesforce objects (Leads, Contacts, Accounts, Opportunities, Cases)
being used. Some organizations may not use all of these objects. The below example is for Contacts.

7.1. Navigate to a Contact record. Click the Settings button top right and choose the option Edit Page.

. - *[ 2[e]e B

Hi Sales Home leds v Cotacs v Acounts v Opporunites v Pojecs v Cases v Repors v MatnMyEmal  Mater
o Proj ports. My $ s 7
MeGlamery s T e N
Edit Object Ecm

Details Activity Related
Floss Emall [5] secondary Email Addres... (0) ™
7.2. In the middle of the screen, click in the white space at the top of the main section. The right sidebar will

change to information for this section. Click Add Tab.

il Ughtning App Builder § Pages \ Contact Record Page

Components

Details

v Standard (31) =

GoooEEaod

CIic'k in Tab white space

2

.
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7.3. By default, the tab added is Details. Click on that name and in the pop up window scroll to the top to click
on Custom. In the field that appears, type in Email and click Done.

v Standard (31)

i Ja]

LLLLEED

()8 ) Q0
o

~ et Component Visibility

+ AadFilte

Got more on the AppExchange

7.4. Click on the new tab in the middle of the screen. Then scroll to the bottom of the left sidebar to find Custom
Managed components. Click on Email Messages and drag it into the new tab. Click Save.

Contact Record Page

=] -

apona

v Custom (0)

v Set Component Visibility

v Custom - Managed (2)

Get more on the AppExchange:

Repeat these steps for additional Lightning Record pages for each of the objects you use.

8. Optional: Convert to Match My Email’s Send Email button

Match My Email’s Send Email button will appear at top of screen when viewing email in Lightning and in bottom menu
in Salesforce Mobile. It provides the ability to send, reply, reply all and forward email from within Salesforce.

8.1. Navigate to Salesforce Setup > Object Manager > Opportunity (as an example). In left menu click on Page
Layouts. In list, for the layouts you use click the name of layout to Edit.

8.2. At top left, click on Mobile and Lightning Actions. If the Salesforce Mobile and Lightning Experience Actions
section below does not already show items it contains, hover over grey area. It will highlight as blue, click
the wrench icon to open the section for edits.

Opportunity Layout v Custom Console Components Mini Page Layout Mini Console View | Video Tutorial Help for this Page Q
Save ¥ | Quick Save | Preview As...¥ | Cancel | §\Undo 7 Red: (= Layout Properties
~ uick Find| 1jobiie Action Nar
- Qa [loble Acton tame | %
Buttons Changs Owner Edit Loga Call Tiew Case Tiew Group Hew Task Guestion Submit for Appro
Custom Links Change Record Type || Email Loga Call Hew Contact Hew Lead New Task Send an Email
Clone File Mobile Smart Actions | Hew Event Hew Hote Poll Send Email
Mobile & Lightning Delete Link ‘New Account New Event New Opportunity Post Sharing
Actions < >
Exoanded Lookuwos |
=

Highlights Panel

Quick Actions in the Salesjorce Classic Publisher

Post File Poll Email

Salesforce Mobile and LightnilaeF xperience Actions

Actions in this section are predefined by Salesforce. You can override the predefined actions to set a customized s of actions on Lightning Experience and mobile app pages that use this layout.If you customize the actions in tae
Quick Actions in the Salesforce Classic Publisher section, and have saved the layout, then this section inherits that set of actions by defaut when you ciick to override. <
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8.3. There may be two actions for Send Email.

Hover over each to find the MME custom button named

MME__SendEmailLwc. Note, you want to use the button with Lwc at the end of Name. Drag it into the

Salesforce Mobile and Lightning Experience Actions section.

indicator appearing as in screenshot below.

— = - —_ — ;o

Opportunity Layout v

Save v | Quick Save | Preview As...” | Cancel | | $\Undo | 3

We recommend placing first, with green

‘Custom Console Components Mini Page Layout Mini Console View | Video Tutorial Help for this Page @ Ko}

A | @auick Find| 100

Fields

| Buttons Delets Link New Event Hew Opportunity
CustomLinks Edit Logacall New Group Hew Task St Labal: Sand Email

j ek acmns Email Loga Call New Lead New Task St Name: MME_SendEmilLwe
Mobile & Lightning -

Aitions Clone with Related | File Mobile Smart Actions Hew lote Poll

5. Action Type: Quick Action
Create Feed ltem: No

Highlights Panel

nts panel f

Quick Actions in the Salesforce Classic Publish

- of APl Name
Salesforcy ‘and Lightning Experience Actions *
0 Post File Link Poll ‘Submit for Approval Sharing Clone Edit Delete Change Owner -
@ sendEmail
Opportunity Detail Bt
Eit| [Delete | [Clone | |Change Owner | | Change Record Type | | Sharing| |Printable View| | Start Conversation

\

Pick the Send Email
that has Lwc at end

8.4.

Click on any pre-existing Send Email and Send an Email buttons, one at a time, drag to the top Fields area

to remove them from layout. Click Save at top left to save changes.

o it Dotail

Save | Quick Save | Preview As...v | Cancel ||| $\ Undo | A Redo || i Layout Properties

s A~ @, Quick Find| 1jobie Action Name | %

Buttons. Change Owner Edit Log a Call |[New Case New Group | New Task Question |/ submit for Appro

Custom Links Change Record Type | Email Loga Call New Contact Hew Lead New Task. Send an Email

Quick Actions Clone File Mobile Smart Actions || New Event New Note Poll Send Email

Mobile & Lightning Delete Link New Account New Event New Opportunity Post Sharing

Actions = : X
9 [Ssend an Email

Expanded Lookuos o © (5s0d o Emai]

Salesforce Mobile and Lightning Experience Actions
i
Send Email Submit for Approval Sharing Change Owner Change Record Type
-

Repeat steps for other objects (Lead, Account, and Contact objects) used in Salesforce. For Sending
Email from a Case object, please refer to https://www.matchmyemail.com/wiki/using-send-email-button-

on-cases/ for slightly different steps.

9.

Optional: Turn on Email Messages tab visibility for desired profiles

The Email Messages (Lightning) tab will show a full list of all matches made into Salesforce records. It will only be
visible and available to profiles for which the setting is Default On.

9.1.

Go to Setup Home > ADMINISTRATION > Users > Profiles and click on a profile name. (If you are unable

to edit the profile this way, click Edit to left of profile name instead.)

SETUP

10

Q EL
Profiles
Setup Home
Profiles e
| AR Profiles | £ot] Deete | Creste tew View -
Howe Protie | 1) il skl sl b ‘u“
Adoption Manager
[ Acton Profile Name Custom
Identity Provider Event Log O cone )
Permission Sets 0 con
O con
Public Groups 1.
o
Queu (u] 4
Roles o 4
o v
User: O oo
Data o
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9.2.

9.3.

9.4.

10. Optional: Add Email Message (Lightning) to Salesforce mobile navigation

10.1.
10.2.

Click on Object Settings within which Custom Tab Settings can be found.

(This assumes the view is

Enhanced Profile User Interface. If not, scroll down on screen to Custom Tab Settings.)

Custom: Sales Profile

Profile Overview

b QakMcGlamervEol, 71182016 148 P

Sefings that asoly 1o Salestorce apes. such s

Ansianed Connected.
Settnge that specity whic

‘Qbist Setfinas
Po

Sales. ang

Find Email Messages (Lightning) in the list. The Tab Setting should be Default On. If it is hidden or Default
Off, then click the label for Email Messages (Lightning). Click the Edit button, change to Default On, and
click SAVE. Upon returning to Profiles > (profile name edited) > Object Settings, the Tab Settings for Email
Messages (Lightning) will reflect the change made

proms
Custom: Sales Profile

% || [ cions || oasts | | eatpropertes

Profils Overview > Object Settings [

All Object Settings

Opjecttame Object pormissions Tota Frids T sattings Pags Layouts
Aooounts Read, Create, Edit, Delete 3t Defauit On Account (Sales) Layout
g0 Launcher - - Defauit On -
hssets Read, Create, Edit, Delete 2 Tab Hidden Asset Layout
- 2 - Campaign Member Page Layout
Read, Create, Edit, Delete a7 Campaign Layout
Read, Create, Edit S Case (Sakes) Layout
Read, Creste, Edit, Delete 3 Contact (Sales) Layout
Read 2 Contract Layout
Read - -
- - Not Assigned
Duptcste Record Sets No Acoess 7 Defautt On Dupfcate Record Set Layout
Emai Cloug < < Defautt On S
Email Message Reiated Obiects Read, Create, Edi, Delete 2 - Email Message Related Object Layout (PE/GE)
Emai Messages = = Not Assigned
Emai Messages Read, Creste, Egit Dekete b4 Defaut On Emai Message Layout (FE/GE)
| T — - - Tab Hidden -
Events - 2 - Event Layout

Repeat from Step 9.1 for all desired profiles.

Go to Setup Home > PLATFORM TOOLS > Apps > Mobile Apps > Salesforce > Salesforce Navigation.

Move Email Message (Lightning) from Available to Selected on right. Click Save.

Apps
App Manager
AppExchange Marketplace

Connected Apps

Installed Packages
[ mobite apps
[sestore

Salesforce Branding

Salesforce Mobile Quic

Salesforce Notifications

Salesforce Offline

Salesforce Settings
Package Manager

Eeature Settin:

fﬁ Mobile Navigation

Salesforce Navigation

Add Salesforce productivity items, smart search items, Visualforce tabs, or Lightning Page tabs to the mobile app navigation menu

When organizing the menu items, put the items that users will want most atthe top. The first item in the Selected list becomes the landin:
element can expand into a set of eight or more menu items in the mobile app, and it may push other elements below the scroll point i yoi
below the Smart Search Items element will appear in the Apps section of the navigation menu

The Today menu item is only available for Salesforce for Android and i0S.

Navigation Menu Items Save| | Cancel

Available Selected

Email Messages (Lightning I ‘ Chatter A

Match My Email Today

MME_Lightening Email Messages (Lightning) Pashboards up
z_erasks -~
« P Smart Search Ttems =

Remove Feopla
Groups

Reports

Events
Approvals v

Use SHIFT + click or click and drag to select a range of adjacent items. Use CTRL + click to select multiple items that are not adjacent.

11. Optional: Match to Household in Financial Services Cloud

Match My Email can share a match to Household records as long as the Client is part of the Primary Group. The Email
Messages object can be added to the Household object as indicated in Step 7 above. Follow steps below to confirm
that a Client is part of the Primary Group for the Household Relationship. Please note, for the Lead and Referral
record, we will match to this record if an email address is present and upon match, roll up to the Referral Account.

Copyright © 2022 RAE Internet, Inc., All rights reserved
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11.1.  From an Account record, as in screenshot below, click on Relationships.
111 Lightning  GeuingStarted Home Opportunities v  Leadsand Referrals | Accounts v | Contacts v Campaigns v
ﬂ ;\;::r;s Household (Sample) #
gy aasso0m el 2ne/2020.
Details Financial Accounts Goals Related
ks Homaid (Sarpia) iy
2412020
11.2.  Scroll down to the Group Members and click Edit.
I:! :\darv;s Household (Sample) #
[ Group Members (3) —mifs I:’
[3 Rachel Adams (Sample)  Primary ¥
i _ hew B Tosks1
11.3.  In the section “Who are the Members of This Group?”, you will want to Enable by clicking the toggle for
Primary Group. This will result in a match to this individual by email address also matching to the Household
record.
Edit Adams Household (Sample)
v Who Are the Members of This Group? I
ot = (B[] 82 |
3 et Adoms (Sampie) Spouse Al Options Selected » "
v How is this group related to other groups?
v Do the Members Have Relationships with Other Accounts?
11.4.

Relationship Groups, find the Household and click
screenshot.

From a Person Account record, the quick way to this same “Members of Group” view is to scroll to

Edit in drop down to right. This will take you to the above

Person

B3 Ve Rachel Adams (sample)
1

5 Relationship Groups (2)
RECORD TYPE NAME LAST INTERACTION TOTAL FINANCIAL ACCOUNTS

Household Feb 14, 2020 51,778911.21

Jan 12,2020 5$324,700.00

[} Related Accounts (1)

12. Optional: Remotely add and/or activate End Users to a Match My Email account

Adding and Activating Users to a Match My Email account is a two-step process. First, the User needs to be (1)
activated and (2) then their account confirmed based on their email username and password. The first step can
only be done by the Salesforce Admin who setup the Match My Email account. The second step can be done
either by the Salesforce Admin or by the End User. In order for the Salesforce Admin to activate an End User, the
admin must have the End User’s email username and password.
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12.1.  If you are the Salesforce Admin managing the Match My Email account, navigate back to your view of the
Email Cloud. (Click the web tab in your Salesforce Nav Bar.)

12.2.  Click the Match My Email Gear, the middle icon button top right, and click Control Panel.

C’Y" a

12.3.  On the left, click Users. In next panel, the list will show Salesforce Users in the organization. Click on the
User’s name to be activated. In next panel, click on Email Imports. Click + to Add or Activate an import.

& Matich My Email 2/[a
3 Isers 2 x X Email Imports x
@ Activate ||

Q
ﬁ Dashbaard Personal Profile
% company 0000buekmaq,1.344890 e
Gall McGlameryEnt Settings
% Email Services a m
[ ]
2 Users I I |
@ 1gnores

12.4. By default the first email import is labeled Import 1, you can leave the default label or enter a new name.
Don’t change the Email Service as it represents the IMAP email server where your company’s email is
hosted.

A
X Cance Activate Email Import I Confirm |

12.5.  You now have two options. By clicking User (as
shown at right) and Confirm, you will be adding peeneimport tootpen, G | are |
the End User as an active user to the Match My
email account. IMPORTANTLY, the End User
will need to complete the steps in 8.5.1 to login

and enter their own email address and
password.
If you click Admin (as shown at right), you can [ oen | cienereaitiepent

remotely activate the End User if you have their
email address and password. To check if the
username and password are correct, click
Refresh Folders. If the folder structure of the
End User appears then the credentials are
correct. INBOX and SENT should already be

selected. (If not, then there is an issue with

either the username or password or the user

has two-step authentication enabled so you will litenierh s Smalnedioss

need to use an application-specific password.) S

You can check any other folder or subfolder on ptcrissrs emolliposamsrd

the list to activate import from it was well. Once
you are finished selecting folders for import,
click Confirm at the top. Jump to Step 8.6.
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12.5.1. If you selected User on the Activate Email Import screen, then the End User must log into
Salesforce separately. On main Salesforce screen, they must click the App Launcher (the grid
of 9 dots at left). Look in the All ltems section for Match My Email and click on it.

App Launcher

network, Including pr... @ = accounts, leads, opp... g

v All Apps
Service Marketing Community
Manage customer service with BestIn-ciass on-demand marketing Salestorce CRM Comm|
- ‘accounts, contacts, ca... @ - automation =
Salesforce Chatter Sales
-’f‘ The Salesforce Chatter soclal WEES  Match_My_Emall_UighteningA Manage your sales proce|

v Allltems < f—

Accounss App Launcrer Approva) Requests Catendtar
cases Cratter comacts Contracts
Dupilcate Record Sets Emall Goud Emall Messages emah Messages
s Forecasts Groups Home
Ughtning Bolt Solutions Ughtning Usage List Emalis MME Devel
Macros Match My Ermal Opportuniies people

12.5.2. The Match My Email web tab will launch and bring the user to a view of the Email Cloud that is
empty. If they want to add Match My Email to their Nav Bar which is recommended, they can
click the drop down arrow and choose that option.

& e sa @
B Sals ome e v G v AGes v Oponiie ¥ Rolis O Ges v o o e Il X s B
e
S | e | (—— " Imgort New clv|w2]a

O reom o

Ust s empty

DATE | SIZE  MATCHES

12.5.3.  The User will click the MME gear icon at right and choose Control Panel.

Column FROM

Show

ColumnTO

Show v

Messages on ffage

20 ~

Control Panel

12.5.4. The User sees a Personal Control Panel which does not include many of the controls visible in
the Admin Control Panel. At left, the End User clicks Email Imports, then Import 1, and the pen

& Matich My Email
Setup Email Imports X Import1 X
Import Name
8 o o
& Email Imports Emall Services
© 1gnores @1"’“’
Walting for user to login and specify IMAP credentials

Copyright © 2022 RAE Internet, Inc., All rights reserved Page 14



12.5.5. User enters email address and email password (or app-specific password if multi-factor
authentication is enabled). Then clicks Refresh Folders and then checks the boxes next to the
folders desired for import. This means MME will bring copies of emails from these selected

folders to Email Cloud and work to match them into Salesforce.

0 Matich My Email

12.6.  Import will begin within 20 minutes for this new User. As an Admin, you can click back to left menu and

choose Users and repeat the steps to activate another User.

If new Users are unable to see matched email data in the Email Messages section on Salesforce page
layouts, enable custom object permissions at the profile-level or adjust permission set assignments at the
user-level.

13. Optional: Add Email Sync Assistant to Salesforce Home Page

The Email Sync Assistant allows Users to evaluate email addresses for which Match My Email did not find a
match. They can create Leads, Contacts or Ignore Rules from those addresses or choose to dismiss them for a
later decision. The recommendation is to place the component on the home page for easy access, as is
described below.

13.1.  Navigate to your company’s main Salesforce Home Page. Click the Salesforce setup icon and choose Edit

Page in the drop menu.
Da e ?A ® F

BX Setup b

Today's Task: ™ Manage Subscription

Search...

. Al v

222 Sales

Home Leads v  Contacts v  Accounts “  Opportunities »  Cases “  Tasks “  Dashboards v Re

«
i
4

Open Refresh | ¥

Dashboard
Sample MatchMyEmail Dashboard
Sample MatchMyEmail Dashboard

As of Mar 22, 2022 9:54 AM-Viewing as John Executive |

Developer Console

Edit Page

Edit Page |

Nothing due today. Be a go-getter, and check back soon.

Last Week Activity Report

Emails Sent- Record Count, Emails Received - Record Count, Calls -
Record Count, Meetings - Record Count
0 2 4 6 8 10
I

Jon Eeciive.

Measure
Emails Sent- Record Count @
Emails Received - Record Count

Calls - Record Count @ ”;
) Key Deals - Recent Opportunities -
Meetings - Record Count = v

View All

=
Susan Salesrep —a

Assigned

Winter Storm Skylar
Bedford Horse Farm - 4/13/2018 - €5,000.00

20 Cricket Lane
Yelnats Lawn Care * 6/1/2021

oot & s
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13.2.  Decide where on the home page you would like to place the Email Sync Assistant component. We suggest

placing it at the top of the right column as shown below. On left sidebar, scroll to Custom Managed
components. Click and drag Email Sync Assistant to the chosen location using the green line to guide
placement. Save the change to the Home Page.

il Lightning App Builder

Components

O Desktop Shrink To View - | @

Quarterly Performance } n Email Syr

& B cooso $2645000 oo $665000 Gou —
Home Page Default
> Standard (32)

Developer Name

Home_Page Default

v Custom (0)

Today’s Events ! Todays Tasks A Description

Click here for guidance on how to customize and use the Email Sync Assistant.

For assistance with set up or for questions, contact support@matchmyemail.com. You can also visit our
support page and use the scheduler to book a free support session, as well as find a User Guide and wiki
posts for frequently asked questions.

©Copyright 2022, 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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