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Salesforce Outlook Plugin 

Quick Reference Guide 

 

Overview 
The Salesforce Outlook Plugin allows users to log emails directly to Salesforce records (e.g., Person 

Accounts, Advisee Cases) from within Outlook. This supports better tracking of communications, ensures 

compliance, and streamlines advisor workflows. The plugin is installed via Outlook’s Add-ins 

menu. Confirm you’re using the correct Salesforce plugin version (v1.240.0.0)—multiple versions may 

appear in Outlook’s Add-ins search.   

Learning Outcomes 
This quick reference guide will enable you to:  

1. Installation and Access 

2. Best Practices 

a. Logging Emails 

b. Working with Records 

c. Replying & Threading 

d. Templates and Automation 

e. Tips for Success 

f. Troubleshooting & Support 

 

 

 

 

 

Installation and Access 
1. Locate the “Get Add-ins” on the top bar in Outlook. 
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a. You can also find this by going to file → manage add-ins (bottom choice) See image 

below. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

2. Type “Salesforce” in the search bar. Select the plugin created by Salesforce. 
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3.  Select the ‘Log In’ button and ‘Allow’: 

 

 
 

4. Select ‘Use Custom Domain’: 
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5. Enter the University’s domain ‘ecupirate360’: 

 

 
 

6. Verify your email address is correct and select ‘Confirm’: 
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Best Practices 

Logging Emails 
o Log emails manually using the Salesforce sidebar in Outlook; select the relevant record 

(e.g.,  advisee case) before sending or after receiving.  

o Only log emails that are appropriate for Salesforce records; avoid logging sensitive (FERPA 

information ex. SSN or any other ECU Data Classification found here) or irrelevant 

communications.   

o Manual logging gives you control over what is stored in Salesforce, supporting 

compliance and data management with best practices.  

 

Working with Records 
o Always confirm you are logging emails to the correct Salesforce record (Attach Advising related 

messages to the Advisee Case). If you realize you have logged an email to the wrong record, 

please contact the Salesforce HelpDesk Advising360 Queue or the Salesforce System Admin. 

o Logged emails will appear in the activity timeline of the object they are attached to (typically the 

Advisee case record).  

o The plugin respects your Salesforce permissions; you will see all learners you have access to in 

Learner 360.  

 

Replying & Threading 
o When replying to logged emails, use the plugin to log the reply as well.  

o For support requests, always use “Reply All” to ensure all correspondence is captured in 

Salesforce.  

o Email threading is supported—replies and responses are tracked and attached to the relevant 

case using unique tokens.  

 

Templates & Automation 
o Create and use email templates directly from the plugin sidebar for common communications.  

o Avoid using the “Insert My Next Available Appointment” feature in the plugin; use the 

Education Cloud Scheduler for appointment management and logging.  

 

 

Tips for Success 
o Pin the Salesforce sidebar in Outlook for quick access.  

https://datagovernance.ecu.edu/ecu-data-classification/
https://ecu.teamdynamix.com/TDClient/1409/Portal/Requests/ServiceDet?ID=31770
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o Regularly review which emails have been logged (look for the Salesforce tag in your 

inbox).  

o Use templates for efficiency, but always personalize communications as needed.  

 

Troubleshooting & Support 
• If you have trouble finding or installing the plugin contact ECU’s Salesforce Team for Support in 

the Advising360 Queue.   

• For questions about logging, permissions, or record selection, consult your Salesforce Product 

Owner or Salesforce Administrator.  

• Professional Advisors should also refer to the Standard Operating Procedure (SOP) for Advising.  

 

 

 

 

 

https://ecu.teamdynamix.com/TDClient/1409/Portal/Requests/ServiceDet?ID=31770



