=™ Match My Email

Using the Email Sync Assistant

The Email Sync Assistant will present a list of individuals to which Match My Email has not made a match. The
addresses come from email messages in the Email Cloud. In most cases, the status of the message to or from the
individual was a No Match. However, if an email is sent to three individuals and two match, the third individual’'s name
will show up in the list.

Previously, Users needed to sign into the Email Cloud to view messages and create new Leads and Contacts or
ignore rules. The Email Sync Assistant brings the identities of unmatched individuals into Salesforce to make it easier
for Users to accomplish these tasks and ensure their Salesforce database is as complete as possible.

The Email Sync Assistant component is installed with the managed package into Salesforce by a System
Administrator. Setup guides, or an Upgrade Guide, provide steps on how to place the component on the Home page,
which is our recommendation. By placing it prominently, it makes it easier for Users to see the component and make
use of the feature.
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Last refreshed 91 days ago. Refresh this dashboard to see the latest data.
fl  As of 04-Jan-2022 19:49Viewing as Susan Salesrep | Name Email Actions
leah@farmforay.info leah@farmforay.info +lead |+ Contact |v
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Emails Received - Record Count
e Calls - Record Count @ deom: Sy (HLEE) (hicotEd) (=
Maefings - Record Caunt orseran... ran.. |+ lead |+ Contact v
3 e s ——— |
@ ‘SusanSalesron; N Emails 110 6 0f 9 » =21 Match My Email
E;
[as—
Tom Salesman Today's Tasks Ev

View Report (Last Week Activity Report)

Taking a closer look at the component, it is possible to create a Lead, create a Contact for an existing account, create
a Contact and a new Account, create an Ignore rule for the email address or dismiss the listing for later consideration.
A User can refresh the list or quickly jump to the Control Panel to check the Ignore list. There is a search option if
needed and the ability to advance through the listings when there is more than the space allows on the first screen.

Refresh
Email Sync Assistant [6)
Opens a new browser
Search this list.. (g N -
tab with Match My
Name Email Actions -
‘ Email Control Panel
leah@farmforay.info leah@farmforay.info + lead |+ Contact v
Gail McGlamery gail@workshopviii.com + Lead  + Contact v
Ipartsareus...  kevil Ipartsareus.... + Lead |+ Contact v
robert@steelpartsareu...  robert@steelpartsareu... + Lead  + Cont
graham@bedfordcom.. graham@bedfordcom.. | + Lead -+ Contact v Actions
thorseran... i bursthorseran...  + Lead | + Contact v
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Indicates number of individuals listed in Sync Assistant
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1. Creating alLead

To add someone as a Lead, click + Lead button. You will see a collapsed view of fields. Fields that are required by
Salesforce as well as those required by the Salesforce System Administrator will appear in this view. (More about
requiring fields in Section 6).

Expand New Lead Email Messages

First Name *Last Name

leah@farmforay.info

Email *Company

leah@farmforay.info farmforay.info

Cancel

Confirm that the email address is filled in to ensure any No Match message in the Email Cloud will get matched to the
new record upon automatic reprocessing. If you are content with the data in these few fields, you can click Create
New Lead.

You will notice in the above example that the First Name and Last Name are not specified. If a customer or contact of
yours has not created a display hame in their email client, then Match My Email does not have the correct data to
know these two names. We then put the email address in the Last Name field and leave the First Name blank. You
can always correct this before creating the new Lead or do so at a later date. When someone has created a display
name, the correct First Name and Last Name will be assigned.

If you want to fill in information beyond the fields in this view, click the Expand button at the top left. This expands the
form to show all fields present in the page layout for this Lead. You can scroll to view those fields. (More on
customizing what fields show upon Expand in Section 7). You can also click Email Message on the top right, and a
side-by-side view of the email will appear. This provides you with the data you can drag/drop, copy/paste, or just type
to enter in the form.

New Lead

First Mame *Last Name

Email
leah@f, Collapse New Lead Email Messages X
Lead Information
*Lead Owner "Lead Status From: susan@autosync.live
Se— Susan Salesrep Open v To: leah@farmforay.info
Subject: Following up on our call
*Name Phone Date: 2022-03-18 09:53:15 PM
Salgtatian Hello Leah,
--None-- v
s Email Sounds like a site visit is in order to check out your farm so I can provide you with a more precil
irst Name
leah@farmforay.info
First Name Regards,
*Last Name fRating
Susan Salesrep
: --None-- v
leah@farmforay.info Juhring Estate Artisanal Fences
01d Orchard Road
*Company Armonk, New York 10530
farmforay.info +1 914 712 9050
Title v
Cancel Create New Lead
< >
_
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2. Creating a Contact and a new Account

When someone appears in the list that represents a new person and new company, you can create both a new
Contact and new Account easily. As an example, we will focus on a message that was sent to two people at the same
company, Kevin and Robert, at the company Steel Parts Are Us. You can see below in the Email Cloud view there
are two email addresses in the To column and the status is No Match.

. - e
222 Sales Home Opporuniies \v Lleads v Tasks v Accounts v Contacts \ Dashboards v Reports v  Cases v  MatchMyEmail  Calendar v
Ignore ¥ Delete ¥ Reprocess ¥ Save ¥ Creste Import Now

(] FROM T0 SUBJECT DATE | SIZE MATCHES

] & susan Salesrep lesh@farmforay.nfo Bringing our team out on Wednesday Mar 22 5K Bramromy [
[] ™ Gall McGlamery Susan Salesrep Concert Tickets avallable Mar 22 17K No Match

I\ | ™ Susan Salesrep (2 partsareus.com, @ p. Update on supply chaln Mar 22 4K No Match I

] W  Susan Salesrep graham @bedfordcommunityfarm.info Recelved your volcemall - Let's discuss your needs Mar 22 SK No Match

Since neither email address resulted in a match, the Email Sync Assistance is showing both individuals in the list.

Email Sync Assistant

Open Refresh v
Search this list... c N
Name Email Actions
f |
= leah@farmforay.info leah@farmforay.info + Lead  + Contact v
“ Gail McGlamery gail@workshopviii.com + Lead  + Contact v
bint Measure kevin@steelpartsareus... kevin@steelpartsareus...  + Lead  + Contact v
K Emalls Sent- Record Count @ robert@steelpartsareu.. robert@steelpartsareu..  + Lead  + Contact -
Emails Received - Record Count

Calls - Record Count @ graham@bedfordcom..  graham@bedfordcom... + Lead  + Contact v
Meetings - Record Count min@sunbursthorseran.. min@sunbursthorseran..  + Lead  + Contact v
Emails 1to 6 of 8 > » = Match My Email

Today’s Tasks Ev
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To create a Contact for Kevin first, click the +Contact button. You will initially see a collapsed view of fields but can
click Expand to reveal more fields as described for Leads above. If Match My Email finds a Contact record for an
Account with the same email domain, it would determine an Account already existed and auto-fill in the name.
However, since in this example this was not the case, it is necessary to type in the Account name in the field.

When it is not found, above the field is an option to Show All Results for the entered Account name. Click this option.

Collapse New Contact Email Messages

Contact Information
* Contact Owner

Susan Salesrep

*Name Mobile

Salutation
--None--

First Name

Gl Type in the Account Name to
Fr— confirm it is new. If not
keyin@stecipartsareus,con found, click the option “Show
Q Show All Results for "Steel Parts Are Us" 3
all Results for” above

Steel Parts Are Usl

Reports To

Cancel Create New Contact

Title

The next window will reinforce the fact that there are no results found for this Account in Salesforce. By clicking into
the Account Name field as indicated in screenshot below, you then have an option for +New Account. Click here.

Account Name

Account Name When no results are found, on this screen click
i | into the field holding the name of the new
e ] Account and choose + New Account. 5

+  New Account

No results for "Steel Parts Are Us" in Accounts

o

Cancel
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Fill in the fields as desired for the New
Account. You can use the scroll bar to
move down the list. Click Save.

Immediately, you return to the New
Contact window. The Account name will
be filled in. Complete filling in fields as
desired and click Create New Contact.

Returning to the Home Page, you can
see in the Email Sync Assistant the
listing for Kevin is no longer there.
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New Account
~
Account Information
Account Owner Phone
Susan Salesrep 222-555-6767
* Account Name Fax
Steel Parts Are Us e
Parent Account Website
Search Accounts...
Domain @
Additional Information
Type Employees
Partner b4 ‘ 20|
Industry Annual Revenue
--None-- ¥
v
—

Collapse New Contact Email Messages

Contact Information

* Contact Owner

Susan Salesrep

*Name Mobile
Salutation
--None-- v
Email
First Name E
kevin@steelpartsareus.com
First Name
* Last Name Email2
kevin@steelpartsareus.com
Email 3

* Account Name
c Steel Parts Are Us X

Reports To

T"* Account now = v

filled in

Email Sync Assistant

Open Refresh | ¥

Search this list... e |~
. - - Name Email Actions
Listing is handled. |
[ ——————e—TP Gail McGlamery gail@workshopviii.com + Lead  + Contact v
rober p eu.. rober p el... + Lead  + Contact v
ecord Count Measure qr dcom...  gr dcom... + Lead  + Contact v
8 Emails Sent- Record Count @ eran... eran.. |+ Llead  + Contact v
Emails Received - Record Count [

Calls - Record Count @ 9 ord +ilead| (+contact] [v
Meetings - Record Count @ dcom... dcom... + Lead + Contact v
Emails 1to60of 7 ) » [ Match My Email

Today's Tasks Ev
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3. Creating a Contact for an existing Account

If we return to our example, we still have a second person showing in the Email Sync Assistant that needs to be
added as a Contact. For the listing for Robert, click the +Contact button. Again, we get the New Contact form. The
below screenshot shows what it would look like in the collapsed form view. Because Match My Email is detecting
there is already a contact with the same email domain (the one we just created for Kevin), it anticipates this Contact
will belong to the same Account and auto-fills that value.

Expand New Contact Email Messages

First Name * Last Name

robert@steelpartsareus.com

Email *Account Name @

robert@steelpartsareus.com D Steel Parts Are Us <—f
Cancel Create New Contact

Again, it is possible to expand the form. As described above for Lead creation, if this individual has not established a
Display Name in their own email client, only the email address would be available to Match My Email. In that case,
the address would fill in as the Last Name.

Collapse New Contact Email Messages
Contact Information .
In screenshot to the right, we show it is «Contact Ouner —
possible to type in the First Name and Susen el
Last Name if they are not automatically ol il
coming over through a Display Name. ~None- A
First Name
T robert@steelpartsareus.com
*Last Name Email 2
["obn
* Account Name Emdil3
[ steel parts Are Us X
Title Reports To y

When Create New Contact is clicked, it will create the Contact on the existing Account record. Robert will be removed
from the Email Sync Assistant. Within 20 (twenty) minutes, the auto-reprocess of the No Match message in the Email
Cloud will result in the message being matched to both Contacts as shown in the below screenshot.

Ignore w Delete v Reprocess w Save w Create Import Now Y| &| ?2|&

FROM T0 SUBJECT DATE | SIZE MATCHES

[ Farm Foray [ Sunil Singh
X susan Salesrep

(¢}

Susan Salesrep leah@farmforay.info  Bringing our team out on Wednesday Mar 22 5K

(]

Gail McGlamery Susan Salesrep Concert Tickets available Mar 22 17K No Match

B Steel Parts Are Us
[0 =& susansSalesrep (2)robert@steelparts, Update on supply chain Mar 22 4K [ kevin@steelpartsareus.com
m Robert Oban [ Susan Salesrep

O
(]

Susan Salesrep graham@bedfordcon Received your voicemail - Let's discuss your nt  Mar 22 5K No Match

> c i n 1 2 AdarD Ly Al agotcy
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4. Using the Dismiss Option

For a listing in which you want to defer a
decision, you can use the Dismiss option.
Click the caret button and click on the
Dismiss option.

In the pop-up window, we will display the
email address on which you are deferring
action. As is stated in the help text, this
individual will not show up again in the
Email Sync Assistant until you receive
another email from this person. At that
time, you can dismiss again, or perhaps
choose to go ahead and create an Ignore

rule, which is mentioned in the next section.

5. Creating an Ignore Rule

If the individual is someone you will never
want to match into Salesforce, you can

create an ignore rule. As above, you would

click the caret and choose Ignore.

In the pop-up window, we will display the

email address for which you are creating an

ignore rule. Ignore rules tell our system to
ignore matching to a particular record. The
ignore type given is “skip email address” in
any direction and it will apply only to the
User taking action in the Email Sync
Assistant.
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Email Sync Assistant
Open | Refresh | ¥
Search this list (g N
| Name Email Actions
prrerwpr Er——"r ey’ ay.info leah@farmforay.info +Lead  + Contact v
#Ga\] McGlamery gail@workshopviii.com + Lead | + Contact
d Count Measure thorseran... thorseran.. |+ Lead  + Ignore
8 Emails Sent- Record Count
! rg rg + Lead Dismiss
Emails Received - Record Count
Calls - Record Count @ dfordcom... dfordcom.. |+ Lead |+ Contact v
Meetings - Record Count Dan d .info + Llead  + Contact v
Emails 1to 6 of 6 = Match My Email
Today’s Tasks Ev
Dismiss Email Address
Dismiss Email Address
gail@workshopviii.com
Dismissed email addresses will not show up until the next time you received an email from this email
address. If you want to ignore this email ongoing, use the ignore action.
e
Email Sync Assistant
Open Refresh | ¥
Search this list. (HIP.4
| Name Email Actions
[P I |cah@farmforay.info leah@farmforay.info + Lead  + Contact v
_>Gail McGlamery gail@workshopviii.com +Llead  + Contact
d Count Measure thorseran.. thorseran.. |+ Lead  + Ignore
8 Emails Sent- Record Count B .
e org org + Lead Dismiss
Emails Received - Record Count
Calls - Record Count @ dcom... dcom.. 4 Lead  + Contact v
Meetings - Record Count Dan d E e.info + Lead + Contact v
Emails 1to 6 of 6 =2 Match My Email
Today's Tasks Ev

Ignore Email Address
Ignore Email Address
gail@workshopviii.com

Ignored email addresses will not show up in Match My Email tables, You can manage ignored emails in
the Match My Email dashboard. If you want to temporarily dismiss an email, use the dismiss action.

Cancel Confirm
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To view or modify ignore rules, such as changing the Ignore Type or the scope of the ignore to include all Users

(Admins only), you can click into the button
can be found by referencing the map of the

6.

If you want to require certain fields to be co
required in Salesforce. Those fields will ap
Assistant.

that opens a new browser tab in the Match My Email Control Panel. This
Email Sync Assistant on page 1.

Requiring Fields for Collapsed form

mpleted when a record is created, you can designate those fields as
pear on both he Collapsed and Expanded form for the Email Sync

To illustrate, let’'s say we want to
require Users to fill in the Lead
Source field when they create a
new Lead. The first step is to
make sure the field is required
for Users based on their
Salesforce profile. Navigate to
Salesforce > Setup > Object
Manager > Lead > Page
Layouts > Lead Layout.

&

Search Setup

Home Object Manager v

Setup

Details

SETUP > OBJECT MANAGER
Lead

Page Layouts
2ltems, Sorted by Page Layout Name

Fields & Relationships
PAGE LAYOUT NAME

Lead Layout

-

CREATED BY
Page Layouts
John Executive, 2/23/2018 10:56
Lightning Record Pages

Buttons, Links, and Actions

Compact Layouts

Lead

SETUP > OBJECT MANAGER

Scroll down to find the field that
you want to require. Hover over
the field, in this example Lead
Source, and click the wrench
tool that appears to open field
Properties.

Details
@ Quick Find| Feld Name

In the window, check the box for
Required and Save the change.
Save the change to the Page
Layout using top left Save
button.

Fields
Fields & Relationships. | Butions -+ Section Descripti | Email Opt Out First Email [ Fiest Emai
| Custom Links +F]Blank Space Do Hot Call | Email Response N First Email Direc. First Recy.
I Page Layouts QLELET Address Created By Email Fax First Email From FirstRecy
Youks & ol S cions Annual Revenue Data.com Key Email 2 Fax Opt Out First Email ID. First Recy
Lightning Record Pages Expanded Lookups o B q
Related Lists ) S %
Buttons, Links, and Actions
Email 2 sarah.sample@company.com
Compact Layouts Last Sent Email 482022 1:05 Al
Field Sets Address Information
Address  Sute 300, The Landmark @ One Market Website  www.salesforce.com
Object Limits San Francisco, CA 94105
us
Record Types
‘Additional Information
Related Lookup Fitters No. of Employees 4,399 _.—> P e sty qa]
Industry  Sample Text
Search Layouts L
Search Layouts for Salesforce
Save ¥  Quick Save | Preview As...¥ | Cancel [ Layout Properties
: A @ Quick Find
Fields 24 ®
Buttens -+ Section Campaign Descript Email Opt Out First E
Custom Links 4] Blank Space pa Do Not Call Email Response Ne. First Ef
jick Actions
L e Fax First €
Mobile & Lightning Actions
i An Data.com Key Fax Opt Out First E
Expand
i <
Related Lists v
e
Email 2  sarah.sample@company.com
ast SentEmail 4/ ;i i
LsstsentEmal 48 Field Properties x
i Address Information
Read-Onl Required
Address Sy by o sforce.com
sa Lead Source O
us
Additional Information Cancel
No. of Employees 4,3 x )¢
Annual Revenue  €123.45 Industry  Sample Text
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Now, from the Email Sync Assistant if one then uses the +Lead, in this example it is for Miguel, the New Lead
collapsed form will now include this newly required field.

Expand New Lead Email Messages

First Name *Last Name

miguel@onthefield.org
Email *Company

miguel@anthefield.org onthefield.org

* Lead Source

SiNipHe v«
Cancel Create New Lead

7. Customizing aspects of the Email Sync Assistant

When viewing records in the Email Sync Assistant, the default number of rows is 6. This can be changed when
editing the home page. When on the Home Page, click the Salesforce Settings icon and choose Edit Page. Click on
the Email Sync Assistant component to view details about this component in the right side bar.

Here, it is possible to change the number of records showing, whether you want the +Lead or +Contact button
showing, and the object’s layout page that is used when expanding the entry form.

The page layout name entered in the Email Sync Assistant is the page layout used when displaying all the fields in the
Expanded form that can be filled out. In the above screenshot, the layout referenced is “Lead Layout”. Below, if we
navigate to Salesforce > Setup > Object Manager > Lead > Page Layout, it is clear this is the name of the Lead
Layout available, in this case the only one.

“| Page > Email Sync Assistant

Number of records per page @

6

#| show Add Lead button

Lead Layout Name @

Lead Layout

Ersiegot; 2 Match My Emil

2| Show Add Cojtact button
Today's Tasks
Contact Layout Nanft @

Contact Layout

Emails by Opportunity % 1]
Noting i misy. B0 350-gerer and chackbac

Emats Sent-Record Count

i - e~

Search Setup

i Setup

SETUP > OBJECT MANAGER|
<
Sy Lead

Details

Home  Olject Manager v

Page Layouts
1 ltems, Sorted by Page Layout Name.

Fields & Relationships
PAGE LAYOUT NAME 4 CREATED BY

I Page Layouts
Lead Layout John Executive, 2/23/2018 10:56 AM
Lightning Record Pages

Buttons, Links, and Actions
Compact Layouts

Field Sets
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If this layout contains many fields, it may be beneficial to create a page layout specifically for the Email Sync Assistant
that will display more fields than would be required in the Collapsed Form but less than are available on the full Lead
record page.

When on the Object Manager > Lead > Page Layouts screen, click New at top left. To make it easier, you can use the
Lead Layout page as the Existing page you want to clone. For Page Layout Name, you may want to provide a
descriptive name to indicate this is specifically for the Email Sync Assistant. In this example, we are calling it the
MME Sync Assist Lead Layout. Click Save.

SETUP > OBJECT MANAGER
S
a Lead

Details Create New Page Layout

Fields & Relationships

‘ 0 As an option, you may select an existing layout to clone. If you create a page layout without cloning, your page layo
Page Layouts

Existing Page Layout

Lightning Record Pages

Buttons, Links, and Actions

| Lead Layout v

Page Layoutllame W Sync Assist Lead Layout

Feed-Based Layout | ]}

Compact Layouts

Field Sets Save | |Cancel

Object Limits

You can then edit the page as desired. In this example, we are scrolling down to the fields showing on the page,
clicking and dragging them up to the top to remove them. When you have the desired fields and sections available for
the Expanded New Lead form, click Save at the top left.

Save ¥ | Quick Save | Preview As...¥ | Cancel | | $\Undo | 75

|| Layout Properties

=
~ ick Find| Field Name
i @ Quick Find| Fieid lame | %
| Buttons [+ Section Campaign Description Email Opt Out First Email First Email Subject First Recv Email ... First
i 2 L i | ! |
| Custom Links |*FBlank Space Company | Do Not call Email Response Ne... || First Email Direc... First Recv Email First Sent Email || indiv
Quick Actions Address Created By Email Fax First Email From First Recv Email ... First Sent Email ... || Indug
Mobile & Lightning Actions. S = > (= = e FaT Sk ==y R ”
| Annual Revenue Data.com Key Email 2 Fax Opt Out First Email ID FirstRecv Email ID || First Sent Email ID Last

Expanded Lookups
Related Lists N/ < © Emai2

Salesforce Mobile and Lightning Experience Actions *

Send Email Post File Link Poll Convert Check for New Data Clone Submit for Approval Sharing Delete
Change Record Type Edit Call Send Text New Task Log a Call New Event
Lead Detail

Edit| | Delete | | Change Owner | | Change Record Type | | Convert| |Clone | | Sharing | | Sharing Hierarchyj | Find Duplicates | | Check for|

Printable View | | Get Survey Invitation | | Start Conversation

# Lead Information (Header visible on edit only)
Lead Owner  Sample Text % © Lead Status  Sample Text
% ©® game Sarah Sample Phone  1-415-555-1212
* ® Company Sample Text o il
Title  Sample Text Email 2 sarah.sample@company.com
Email OptOut o

You want to then highlight and copy the name of this special page layout. Navigate to the Home Page, edit the page,
select the Email Sync Assistant component, and paste the name into the field for Lead Layout Name. Save the
change.
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. Q,  Search Setup

Setup Home  Object Manager v

SETUP > OBJECT MANAGER
S
o Lead

_ Page Layouts
‘_:‘ Details 2 Items, Sorted by Page Layout Name Activation... Save
g Fields & Relationships
PAGE LAYOUT NAME 7 Page > Email Sync Assistant
s s 3
Page Layouts Email Sync Assistant e
Lead Layout e this st (<P
Lightning Record Pages ‘ Number of records per page @
Name Email Actions "
Buttons, Links, and Actions MME Sync Assist Lead Layout \. Samrods ro@mezhmyem.  +lese  +Comsat v
2 no@machmyam.. |4 lead |4 Comact |
Compact Layouts F— i - Lriasd] [Tooaa]| o | show Add Lead button
support@emeasa. support@emeass.. Cortact| |
5 Lead Layout Name @
Microsoft microsoft-noreply... |+ Lead| |+ Cortay 2
eah@frmbrayin. lesh@farmiorayin.. |4 lesd| |+ Comtact| | MME Sync Assist Lead Layout
Emais1m6of 1) » I Match My Email
s ¢| Show Add Contact button
Today's Tasks g
Contact Layout Name @
Contact Layout

Now, when choosing to create a new Lead from the Sync Assistant, if you expand the form you have a more concise
number of fields into which to enter data.
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