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Salesforce + Outlook Integration

LinkPoint Blade

LinkPoint Blade streamlines data entry and access to Salesforce by enabling users to view data in Outlook instantly.
Users can record inbound and outbound emails to Salesforce with just a few clicks. SnapForms provide access to create
or update Salesforce records based on the user’s Salesforce permissions and setup. LinkPoint Blade includes options for
one-click and auto sync for calendar events. Robust configuration options let users and administrators control how data
is recorded, viewed, updated, and synced.

LinkPoint Blade works seamlessly with your Outlook on your mobile phone, tablet, webmail, or desktop and across PC
and Mac.
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Installing LinkPoint Blade for Desktop and Webmail

Tip: PC or Mac users should install LinkPoint Blade via the Outlook desktop application or webmail when getting
started. Users looking to access the application from a mobile phone must have the official Outlook mail app
installed and should install on PC or Mac first to gain automatic access to LinkPoint Blade on their phone. iPad
users will have the best user experience by accessing LinkPoint Blade through Outlook Webmail.

Note that LinkPoint Blade is designed for Outlook compatibility and will not run on third-party mail applications.

Visit Microsoft Appsource to access the LinkPoint Blade download using

Click the Get it now button.

LinkPoint Blade

by LinkPoint

&% Outlook

Sign in to Microsoft Outlook, if prompted.

Sign in to Microsoft AppSource

Enter the email address of the account you want to use when acquiring apps on
AppSource.

# possible, use your wark or school account., If you log in with = Microsoft account, apps that reguire a
work or school account will not be available.

‘Work, school or Microsoft account

someone@example.com

Don't have an account? Sign up for 2 free account

Proceed through the installation prompts and allow the requested permissions.

Tip: If you receive a Microsoft admin consent error, then you need to contact your Office 365 Admin to approve
the use of LinkPoint Blade in your organization.
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Authenticate with Salesforce

the Side Panel.

Desktop Outlook users on PC and Mac: Click the Open Blade Panel button on the Outlook toolbar to expand

& 9 2 search
File Home  Send /Receive Folder View Developer Help
o 1 -
MG S 08 O e ot [-| | Ee 2
- < i | -
Mew  Mew 'F’X Delete Archive ﬁRepI}rAII E“EIV Share to CalendarAppol‘.. = Rules
Email Items ~ %v — Forward Teams WaitinngfRES--- >
MNew Delete Respond

Open
0] Send to OneNate Blade Panel
Teams Quick Steps [P IMove i int36

Office 365 users on the web: Open any email in your inbox and click the menu icon or Apps icon. Then, click the
LinkPoint Blade icon to expand the Side Panel.
@
LinkPoint Blade  Share to Teams

Apps

(8]

55

24 11:07 A

Add apps

Tip: The user experience is similar for those working from the Outlook app on mobile. Select an email, tap on

the menu icon, and choose LinkPoint Blade to launch the Side Panel and interact with Salesforce.
iOr & 3 il 82% W 9:53 AM

Yesterday
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Click the Preferences icon in the bottom-right of the Sidebar.

LinkPoint Blade

.e Suggested Records

Mot related to anything
and no suggestions were

found

O Tip: Click the Pin icon in the top-right of the Sidebar to keep the Add-In open. This prevents having to relaunch

- the Sidebar each time you select an email.

Select your connection URL to Salesforce from the drop-down menu.

o Standard - login.salesforce.com

o Sandbox/Test —test.salesforce.com

o Custom —example: companyname.mysalesforce.com (This is the URL you use to login into salesforce
from a browser.)

Preferences

gy General

=
Preferences

g LinkPoint Support v

Resources

c Salesforce

Connection

[ Standard___§

Sandbox/Test

Custom
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Tip: If you are using the custom option, enter your organization’s company URL information below. Please note
that “https://” and “salesforce.com” is already prepopulated.

Preferences

General
Preferences

@ LinkPoint Support

Resources

c Salesforce

Connection

=./f| Enter subdomain here

salesforce.com

Click the Connect to Salesforce button to authenticate with Salesforce. Once authenticated, you will see a
4 confirmation status.

Preferences
General

Preferences
E LinkPoint Support v

Resources

c Salesforce ~

Connection

https://login.salesforce.com
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Edit Preferences

Click the Preferences icon in the bottom-right corner of the Side Panel to launch the Preferences Pane.

LinkPoint Blade
@ “EBEBC

.z' Suggested Records

Mot related to anything
and no suggestions were

found

o] =1
096 se
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Expand the General Preferences section for the Side Panel and review the available settings. Note that some
2 options are enabled by default. Select or deselect the checkboxes as needed to make changes.

Search only Salesforce ‘name’ fields: Select this option to only search name fields in Salesforce.

Deselect this option to search all fields on searchable records. This LinkPoint Blade o ox
setting is disabled by default. Preferences

Auto Select Attachments: Select this option to record attachments General 2

to Salesforce. Indicate which file types to exclude by entering file e

names or types in the field box. This setting is disabled by default. e ame Tl

hmenis,

Do not search for the following email addresses or domains: Select Ficest those contaning thase veres ore
this option to specify email addresses or domains to exclude from

the Side Panel. Enter into the text box with one item on each line.

This setting is enabled by default with the user’s email address B8 Do not search for the following email
populated.

Allow me to edit subject/body when | record to salesforce: Select

this option to allow email Subject and Body content to be changed
when recording emails to Salesforce. This setting is disabled by
default.

Show a reminder message when in Edit Mode: Select this option to
show a message when composing an email reminding the user that i _
emails will not be recorded to Salesforce until a sync occurs. pane e
TimeScout Enabled: Select this option to turn on TimeScout, the

LinkPoint360 meeting scheduling tool.

Tracker Enabled: Select this option to turn on Tracker, the LinkPoint360 email tracking tool.
Connections Enabled: Select this option to turn on Connections, the LinkPoint360 feature that displays
contact and lead data found in email signatures that do not already exist in Salesforce.

Perform Salesforce discovery when this panel is closed: Select this option to force LinkPoint Blade to
check Salesforce for updates to objects and fields. This will refresh SnapForms and SnapFields. This
setting is disabled by default, but LinkPoint Blade will automatically check for changes once every 24
hours.

t Enabled
nabled
Enabled

Tip: When working with attachments, users can list file extensions such as .png or jpg to filter out images
commonly found in email signatures. Users can filter out files with words such as brochure or pricing to exclude
items commonly sent to people that do not need to be saved repeatedly in Salesforce.

Tip: The option to exclude based on email address(es) and domain(s) is especially useful for excluding the user
or others in the organization from the Search Results.

Click the Expand icon to view the list of LinkPoint Support Resources.

Open Support Knowledge Base: Select the link to launch the LinkPoint Blade i
LinkPoint360 Knowledge Base webpage where you can find help Preferences
documents and browse Frequently Asked Questions. General v
Chat with LinkPoint360 Support: Select the link to launch a support '”
chat window (available during standard business hours). B :‘”kpo'”t Support ~
Open Support Knowledge Base
Chat with LinkPoint360 Support
Blade Edition Page 9 Copyright © LinkPoint360
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Expand the Salesforce Connection section to connect to Salesforce.
4 LinkPoint Blade Hox

Choose type of Salesforce instance to connect to: Select ‘Standard’, Preferences

‘Sandbox/Test’ or ‘Custom’ depending on the type of Salesforce General v
instance that you are connecting to. SEEEIE

Connect to Salesforce: Click this button to display the login screen rion Supeert v
for Salesforce. Note that when a connection is already established S;\esfo;ce R
the panel will show a message indicating the Salesforce user thatis Q vzt

connected. A “Disconnect” button will also be displayed so that, if

needed, the connection to Salesforce can be disabled. e loginssiestoree com

Expand the Synchonization Settings section to configure email and calendar sync.
Open Synchronization Settings: Opens the LinkPoint Blade

) i ; LinkPoint Blade s
configuration portal. Here you can set email and calendar
. . Preferences
synchronization preferences.
General v
Preferences
LinkPoint Support W
Resources
c Salesforce v
Connection
Synchronization ~
Settings
Open Synchronization Settings

Click the Expand icon for the listed object group in the Preferences Pane. Note that the list of available objects
will vary by user.

Search, create, and edit records: Enable an object as a SnapForm and | LinkPoint Blade = %
allow records for the object to appear in Search Results. This setting T
is enabled by default for all objects that the user has access to and General v
has also actively engaged with in Salesforce. IEEEEE
Automatically expand in the search results: Force the object to [g rieomt Support v
appear expanded by default in search results. e o
Sort Field: Select the field that you want to sort the object’s data by. Q Connection
Synchronization v
SZttmgs
Accoun
PrEfErEn:Es
Search, create, and edit records
[ Automatical ly expand in the search results
Sort Field:
|Accaunt Name A
Click the red x icon in the top-right corner to close the Preferences Pane.
LinkPoint Blade Hox
Preferences
General v 2
Preferences IlI
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Display the Side Panel

Remain in Outlook and work with Salesforce data in real-time. The Side Panel presents related records based on sender
and/or recipient email addresses. Users can create or edit data, record emails, view record details, and take additional
action on Salesforce records from the Side Panel. The Side Panel can be opened or closed to allow for extra space.

Click the Open Blade Panel button on the Outlook toolbar to expand the Side Panel.

E S s P search

File Home  Send / Receive  Folder View  Developer Help

o ] .
MBCmE O o Vot Elbo @
w < P | = w
Mew  Mew L Delete Archive <_;’ Reply Al E"I;I - Shareto Calendar Appoi... = Rules Open
Email ltems ~ % - — Forward Teams Waiting for Res... ¥ ﬂ Send to Onellote Blade Panel
Mew Delete Respond Teams Quick Steps Pl Mave LinkPoint360

2

. Click the Preferences icon in the bottom-right corner of the Side Panel.

LinkPoint Blade by

. Suggested Records

Mot related to anything
and no suggestions were
found

vl —p
e
095 zeqg

Tip: Click the Pin button in the top-right of the Sidebar to keep the sidebar open. This prevents having to
relaunch the Sidebar each time you select an email.

Blade Edition Page 11 Copyright © LinkPoint360
Revision: 2024-03-26 All Rights Reserved.



LinkPoint Blade: User Guide
Salesforce + Outlook Integration

View Salesforce Data in Outlook

A LinkPoint e

View Salesforce records based on sender and/or recipient email addresses or dynamic search. The Side Panel provides
an area to create or edit data, record emails, view record details, and take additional action on Salesforce records.

Additional Resources: Users can further refine the Salesforce objects and fields included throughout the Side
Panel in the Preferences Pane. Refer to the Edit Preferences section of this User Guide for more information.

Global Icons: Use the Global Icons for general actions.

Name Action

Icon
@ Resources & Help Access help art|cles,.V|deos, and
release documentation

LinkPoint Tracker | Display LinkPoint Tracker pane

4
Create New

Create a new Salesforce record in a

Records SnapForm

LinkPoint Displays LinkPoint TimeScout
TimeScout options

Refresh Reset the Search Results

Q Search

Search for records in Salesforce

3= Preferences

Adjust Side Panel display and email
recording preferences

$ Pin

open to search

Pin the Side Panel so it remains

Blade Edition
Revision: 2024-03-26

Page 12
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Search...

it Accounts (1)

E Contacts (1)

Opportunities (1)

Attachments (1)

. Suggested Records

Recently Viewed

[:] Michael James
Wellington Management Company, LLP

AW =
278 sec
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Search Bar: Search for additional Salesforce records based on name, email address, or other keywords. Search requires a

minimum of three characters and can query up to 100 characters.

LinkPoint Blade 3 ox

Object Groups: View records grouped in the Side Panel by Salesforce object. The number to the right of the object

name indicates the number of records found by the search for that object.

LinkPoint Connections (1) v

[ i Accounts (1)

Cases (4)

Opportunities (5)

Tip: The maximum number of records that can be returned for an object in the Search Results is 99. If more
than 99 items in Salesforce match the search requirements, consider adding more keywords to the search to
narrow down the results. Users can also view the Record Details for a Snapshot and review the related records
for a particular object.

SnapShots: View high-level details for Salesforce records in the Search Results. SnapShots are grouped by Salesforce
icon to view complete information
for a record. The Record Details icon is available if the record in Salesforce has data in related lists.

object. Expand or collapse the object groups as needed. Click the Record Details

Contacts (1)

Phone
732-555-111
Last Activity
11/10/2022

S S

Blade Edition
Revision: 2024-03-26

" .

D Michael James

Wellington Management Company, LLP -
Account License Key Title
WellingtonTest CEOQ, Legal Counsel

Ernail
michaeljameslp360@gmail.com
InActive

false

[T PP

Page 13

Copyright © LinkPoint360
All Rights Reserved.



LinkPoint Blade: User Guide
Salesforce + Outlook Integration

AL

ink 360

Record Details: View complete information for a selected Salesforce record. Click the Record Details > icon on any
SnapShot. Record Details presents the selected record along with all the records from the related lists on the object
page layout in Salesforce. Click the Expand @ icon to view all record SnapShots for an object in the Record Details. Click
the Collapse @ icon to minimize the results for the object.

LinkPoint Blade
@

Search...

- X

Bc

£

Contacts (1)

Jake Smith

------

Account License Key
WellingtonTest

Phona
732-355-1111

I Opportunities (5) w

Attachments (1)

P

Title

CEOD

Email
Jjakesmithlp360@gmail.com

A

Shortcut Icons: Act on the data presented throughout the Side Panel.

Icon Name Action
Edit Record Edit an existing Salesforce record in
a SnapForm
Create New Create a new Salesforce recordin a
Record SnapForm
Append Append comment to the Salesforce
Comment description field
Launch the record in Salesforce via
Open Record
a web browser

Blade Edition
Revision: 2024-03-26
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Configure Display and Search Settings

Configure the Side Panel to display information relevant to user workflow. The Side Panel presents related records
based on sender and/or recipient email addresses. Users can create or edit data, record emails, view record details, and
take additional action on Salesforce records from the Side Panel. Data is presented for SnapShots, Search Results, and
SnapForms based on several default settings. In some cases, display and search options can be modified by users or
Salesforce admins.

Additional Resources: Users can further refine the Salesforce objects and fields included throughout the Side
Panel in the Preferences Pane. Refer to the Edit Preferences section of this User Guide for more information.

Sort Field & Order

Objects can be arranged in the Side Panel to reflect a user’s preferred order. Click and hold down any object group.
Drag and drop the object group to the desired position in the Side Panel. Note that object groups appear relative to the
displayed Search Results. Subsequent Search Results presenting a different combination of objects may or may not
continue to reflect the placement changes.

Click the Preferences = icon to view all SnapShots for an object in the Search Results.

Select the sort field and sort order to set the default behavior for viewing records including Search Results sort order.

LinkPoint Blade 3 x

Preferences

Blade Edition Page 15 Copyright © LinkPoint360
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Search Results

Side Panel search functionality includes robust record lookup based on object and record names as well as field-level
datain Salesforce. Objects are displayed in the Search Results as an option to record emails to if they include the
Activity History related list in Salesforce. Objects that do not include Activity History may still be visible in the Record
Details pane to show relevant related list data. Users can exclude or include Salesforce objects in the Search Results.
Click the Preferences # icon in the Side Panel and locate an object in the list. Enable or disable the checkbox to Search,
create, and edit records as needed.

LinkPoint Blade 3 x

Preferences

General

Preferences

LinkPoint Support v
Resources

c Salesforce v

Connection

o Administration & Sync v

Settings

‘ Campaign Name

Blade Edition Page 16 Copyright © LinkPoint360
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Record an Email to Salesforce

360

A Link

Record emails to Salesforce directly from the Side Panelin Outlook. The process is the same for inbound and outbound

emails.

Tip: Inbound emails will be recorded in real time when Relate to Salesforce selections are made. Outbound
emails may take up to 15 minutes to be recorded in Salesforce. If needed, you can also run the instant sync
which will start the email synchronization. Refer to the Initiate Email Background Sync section of this User

Guide for more information.

Select or compose an email. Note that the Side Panel returns Search Results based on the sender and/or
1 recipient email address(es) and the related Salesforce records.

@S9 - P

Search
File ~ Home

M ©
N:: E &~
Email ltems~ Q.

Send / Receive  Folder View Help

ORepty  [F

“ .
Delete Archive dReply Al (D
—> Forward [y ~

New Delete Respond

Al Unread

Jake Smith
RFP for Investment
Hi Glenn, I've attached the RFP as we discussed. Please let

Mark Baker

Information Requested

Hi Glenn, Can you please send over the information about
There are more items in this folder on the server

Click here to view more on Microsoft Exchange

Demo  Drafts [10]  Sentitems Junk Email[1] Inbox 8

items: 3 [} Reminders: 60

Developer

o
D
Share to

Teams

Teams

ByDate v T
9

10:48 AM

©
91372022

Grammarly

Quick
Steps v

Quic.. &

o R B O N R

Move Tags Groups Find Read Translate Get
~ v N ~ Aloud ~ Add-ins
Speech  language  Add-ins
RFP for Investment
; S %>
Jake Smith <jakesmithlp: =
To @ Glenn Lehner 10:47 AM
Sample.pdf o
w 39kB
Hi Glenn,

I've attached the RFP as we discussed. Please let me know if you
have any questions.

Regards,
Jake Smith, CEO
Wellington Management Company, LLP

732-555-1212
jakesmithlp360@gmail.com

This folder is up to date.

Connected to: Microsoft Exchange

= o X

£ Coming Soon  Try it now (@ orr)

® s & @

Reply with Open View  Sendto

Grammarly ~ Blade Panel OneNote

Grammarly  LinkPoint360 B Salesforce OneNote N
(inkPoint Blade g ox

B Accounts (1) v

Cases (4) ¥
ﬁ’:l] Contacts (1) A
D Jake Smith

Wellington Management Company, LLP -
AccountLicense Ky Title
WellingtonTest cE0

Email
jakesmithlp360@gmailcom
InActive

false

Primary Contact
true false

Billing Contact

Connect Echo
Unknown Evaluation
ReCAPP

Unknown

Opportunities (5) v

Suggested Records
Recently Viewed

D Jake Smith

Vellington Management Com,

EIN W ———F——7 1

Blade Edition
Revision: 2024-03-26
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2 Select the option to Accept This/These Suggestions in the Suggested Records section to record the email to all
of the listed suggested records.

. Suggested Records

Recently Viewed

D Jake Smith

Wellington Management Company, LLP -

Tip: LinkPoint Blade automatically suggests contacts and/or leads in Salesforce if they are included in the To,
From, Cc, or Bcc fields of the email. If there are no matching contacts or leads in Salesforce, the Relate to
Salesforce section will not display any suggestions.

Select the Relate to Salesforce checkbox next to records in the Search Results to record the email to the
3 selected record.

LinkPoint Blade Box
©] ec
Search... h
B Accounts (1) v
Cases (4) ¥
Contacts (1) A~
D Jake Smith
—AVellington Management Company, LLP -
Account License Key Title
WellingtonTest CEO
Phone Email
732-555-1111 Jjakesmithlp360@gmail.com

Warning: Salesforce does not allow users to associate records to contacts and leads at the same time. Try
selecting only contacts or only leads and record the email.

Blade Edition Page 18 Copyright © LinkPoint360
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Enter text in the Search field, and press Enter or click the Search icon to search for additional records.

LinkPoint Blade B ox
Michael Jamed ~ 90
Contacts (1) A

D Michael James
Wellington Management Company, LLP -..
Account License Key Title
WellingtonTest  CEQ, Legal Counsel
Phone Email
732-555-1111 michaeljameslp360@gmail.com

Last Activity InActive

11/10/2022 false
Primary Contact Billing Contact
false false
Cennect Echo
ReCAPP
Opportunities (5) ~

D Wellington Management Com_Ne...

Stage Amount
Closed Lost $1,111.00
CRM Type Email Tvoe M

Tip: The Side Panel Search Bar will retain the last 10 terms entered for faster search access. Users can click the v
icon in the Search Bar to select a previous search term.

Deselect the Relate to Salesforce checkbox to disassociate the email from a selected record. Unchecking all of
5 the selections will remove the email from Salesforce.

. Related to Salesforce

) .
ake Smith

Wellington Management Company, LLP -

.\fhcl‘ael James

Wellington Management Company, LLP -

_

e
- 2F

Tip: Some SnapShots in the Side Panel may not include a checkbox to relate the item to a Salesforce record.
The option to Relate to Salesforce only appears when working with a supported Outlook item (i.e. email,
calendar event, or task).

Blade Edition Page 19 Copyright © LinkPoint360
Revision: 2024-03-26 All Rights Reserved.



LinkPoint Blade: User Guide $ Llnk
360

Salesforce + Outlook Integration

Tip: An Outlook Category of CRM will be assigned automatically to the email after it has been recorded to
Salesforce, providing a visual indicator of recorded emails in Outlook.

= o X

& = < £ search

File Home Send /Receive Folder View Help Developer Grammarly £ Coming Soon  Try it now :‘Ev]

M ® a2 B & 4 D MNE AN 2 B ©6 & &» d@

5 & & S N
New New 2 Delete Archive ORepyAl (2 Shareto  Quick ~Move  Tags  Groups Find  Read  Tansiate  Get  Replywith Open View | Sendto
» - . Aloud v Add-ins Grammarly Blade Panel OneNote

Email ftemsv Q. > Forward C‘D - Teams Steps v o

New Delete Respond Teams | Quic.. Speech | language  Add-ns  Grammarly LinkPoint360 Salesforce OneNote ™
> N LinkPoint Blade 3 x

Al Unread ByDate v T RFP for Investment
2 RFP for Investment 10:48 AM ZAKC oM Sjakesmy ) o &
sk Hi Glenn, I've attached the RFP as we discussed. Please let o @ Glenn Lehner 10:47 AM
-

= (1§ cam
- \ Accounts (3) N
E Mark Baker 9 Sample.pdf D \
= Information Re 9/13/2022 ‘:","’ o v
* Hi Glenn, Can ¢ send over the information about midit Cases (4) v

Tip: To view the recorded email, click the Open Record icon in the Related to Salesforce header. This will open
the email as a completed task in Salesforce in a web browser.

Related to Salesforce = @

.Jake Smith

Wellington Management Company, LLP -

.\'1IC|'E€| James

Wellington Management Company, LLP -

_

ok
. T

Change the Primary Contact for the recorded email if selecting multiple Contact records in the Side Panel. Note
that the first Contact selected is automatically designated as the Primary Contact and is indicated with a solid
orange star icon. Click the outline star for a different selected Contact in the Related to Salesforce list to

change the Primary Contact.

Related to Salesforce

Jake Smith

Wellington Management Company; LLP -

\:-1|c|'ae| James

Mellington Management g LLP -
Wellington Management Company, LLP

_

: =k
e =

Tip: Primary Contact selection is only supported for Salesforce orgs where the option to “Allow Users to Relate
Multiple Contacts to Events” is enabled. Primary Contact designation allows users to choose the best Contact
to align a recorded item with in Salesforce when the item is related to multiple records. This enhances
reporting metrics and ensures that data is allocated with accuracy for orgs with the “relate multiple contacts”
setting enabled. Follow up Tasks created from recorded emails automatically associate to the selected Primary

Contact.
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Record an Attachment to Salesforce

A LinkPoint e

Record attachments on inbound or outbound emails to Salesforce using the Side Panel. Attachments are saved to either
the Notes & Attachments or Files object in Salesforce as a single item and related to multiple records, depending on the

user’s Salesforce configuration.

Additional Resources: Users can preconfigure default behavior for recording Attachments in the Preferences
Pane. Refer to the Edit Preferences section of this User Guide for more information.

& <D s P search

File Home Send /Receive Folder View Help

= = [T L s
- <& -

New New | 07 Delete mrchive  ORepbAl 13

Email ftemsy | Q. > Forward £y ~
New Delete Respond
i Al Unread
Jake Smith

RFPfor Investment
Hi Glenn, I've attached the RFP as we discussed. Please let

Mark Baker

Information Requested

Hi Glenn, Can you please send over the informatian about
There are more items in this folder on the server

Click here to view more on Microsoft Exchange

Sentlems  Junk Email [2]  Inbox 3

R

Items: 3 L1 Reminders: 60

Developer

.
i
Share to Quick
Teams  Steps v

Teams | Quic.
By Date v T

10:48 AM

9/13/2022

Grammarly

[

oo fo I ) 5% 0
),
R APSAN R
Move Tags  Groups  Find Read Translate Get
~ - - ~ Aloud - Add-ins
Speech | language  Add-ins

RFP for Investment

Jake Smith <jakesmitl

Sl% | 3| -
To © Glenn Lehner 10:47 AM

Sample.pdf
30KB

Hi Glenn,

I've attached the RFP as we discussed. Please let me know if
you have any questions.

Regards,
Jake Smith, CEO
Wellington Management Company, LLP

732-555-1212
jakesmithlp360@gmail.com

This folder is up to date,

Connected to: Microsoft Exchange

Select or compose an email containing at least one attachment. Note that the Side Panel includes Attachments
in the Search Results. Click the Expand icon to view the list of attachments on the email.

o
£ Coming soon Try it now (@ orr)
© & & di

Reply with Open Send'to
Grammarly Blade Panel OneNote

x

View

Grammarly  LinkPoint360 b Salesforce. Oneiote v

LinkPoint Blade B ox

| Search... A

la Accounts (1)

~
Cases (4) hd

|B Contacts (1) ~
Opportunities (5) hd
Attachments (1)

Suggested Records
Recently

E] Jake Smith
Wellington Management Company; LLP -...

_

jim]

gk
-

-t 100%
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Select the record(s) to relate the email to in Salesforce. Then click the Attachments checkbox for the

attachment.
LinkPaint Blade ¥ ox
@ EcC
Search... ¥
B Accounts () v
Cases (4) v

Oppertunities (5)

Attachments (1)

E] sample.pdf

Tip: Users must select at least one record to relate the email to in Salesforce before the attachment can be

recorded.

Note that the attachment is listed in the Related to Salesforce section. The file will be uploaded to Salesforce

and related to all of the listed records when the email is recorded. Attachments on inbound emails are
recorded in real time when Relate to Salesforce selections are made. Attachments on outbound emails are

recorded when the email is sent.

. Related to Salesforce

.Jake Smith .

Wellington Management Company, LL

Attachment

Sample.pdf

Deselect the Related to Salesforce checkbox to remove the attachment from Salesforce.

. Related to Salesforce 2 A

Jake Smith

Wellington Management Company, LLP -..

Attachment

Bample.pdf

_

14|
Tir
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Create a Follow Up in Salesforce

360

A Link

Create a follow up as a task in Salesforce from Outlook. This helps users plan next steps while interacting with people
via email. The process is the same for inbound and outbound emails. Enable calendar and/or task sync to move follow

up items from Salesforce to Outlook.

Additional Resources: Refer to the Establish Calendar Auto Sync Settings sections of this User Guide for more

information.

Select or compose an email, and select the record(s) to relate the item to in Salesforce. At least one record
1 must be selected to create a related follow up.

& =9 s P serch

File Home Send /Receive Folder View Help

= R 5] SReply [F
+ = -~ EReplyal (o~
New  New %" Delete Archive g
Email femsv (3 . > Forward Oy ~
New Delete Respond
>
All " Unread
Jake Smith

RFP for Investment
Hi Glenn, I've attached the RFP as we discussed. Please let

Mark Baker
Information Requested
Hi Glenn, Can you please send over the information about

There are more items in this folder on the server

Sent ltems  Junk Email [2]  Inbox 5

Click here to view more on Microsoft Exchange

Items: 3 [ Reminders: 60

Developer

Grammarly
o 7
W 7
Shareto  Quick
Teams  Steps~
Teams Quic.. &
ByDate v T
10:48 AM
9/13/2022

4 i D) ek
™ FD = /O A’) ax
Mave Tags Groups Find Read Translate
M M M M Aloud M
Speech | language = Add-ins
RFP for Investment
4
Jake Smith <jakesmitt 2 %>
Te @ Glenn Lehner 10:47 AM
RM
Sample.pdf .
mr | 39KB
Hi Glenn,

I've attached the RFP as we discussed. Please let me know if
you have any questions.

Regards,
Jake Smith, CEO
Wellington Management Company, LLP

732-555-1212
jakesmithlp360@gmail.com

This folder is up to date.

i}

Add-ins

Connected to: Microsoft Exchange

- a X

£ Coming Soon Try it now (@ off)

® & & g3

Reply with Open View | Sendto
Grammarly | Elade Panel OneNote
Grammarly | LinkPoint360 b Salesforce’ OneMote v
LinkPoint Blade 3%
Search... e

la Accounts (1) &2
—

Cases (4) v

Opportunities (5) A

D Wellingten Management Com_Ne...

Stage Amount

Closed Lost $1,111.00

CRM Type Email Type
salesforce.com Outlook

Close Data Oppartunity Owner Alias
11/26/2020 Glehn

Attachment

Sample.pdf

=)

o

e g
. &

-+ 100%

Click the Follow Up icon in the Related to Salesforce section in the Side Panel. Note the icon coloris a dull
2 orange indicating that a follow up has not been created yet.

. Related to Salesforce

Jake Smith

Wellington Management Company, LLP -

Sample.pdf

_
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Review the SnapForm. Note that some fields such as Subject, Description, and related records have been
3 prepopulated based on the email content. Edit as needed, complete all required fields, and click the OK button

to create the item in Salesforce.

LinkPoint Blade

@= Create Task
=

SRS [ Open in Salesioroe afie saving

Task Information

A st
| Not Started

|[Fnuaw Up: RFP for Investment |

Desktop v

| ~None— v
-None-
~None— v
— mmiddlyyyy 8---
| Normal
mm/dd/yyyy B

Description Information

Hi Glenn

I've attached the RFP as we discussed. Please let me

know if you have any questions.

Regards, .
Jake Smith, CEQ y

Click the Follow Up icon in the Related to Salesforce section in the Side Panel to edit the item. Note the icon
4 coloris a bright orange indicating that a follow up exists and is available for editing.

. Related to Salesforce

.J‘ake Smith

Wellington Management Company, LLP -

12 rows =i
Taens o
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Edit Recorded Emails

LinkPoint Blade users are able to edit the email Subject and Body details recorded to Salesforce without altering the
message sent to a recipient. This helps users relabel items as part of an email chain with more accurate descriptions for
reference and reporting. Users can edit previously recorded inbound emails or new outbound emails using the same
method.

Tip: This feature is off by default. To enable the setting:

Open the Preferences Pane.
Expand the General section.
Select the option to “Allow me to edit ‘Subject’ and ‘Body’ fields when | record salesforce”.
Close the Preferences Pane.

LinkPoint Blade 3 ox

Preferences

General A~

Preferences

[ search only Salesforce ‘name’ fields

O aw c nts

ontaining these words.(ane

word per ling)

Do not search for the following email

or domains.

@linkpoint360.com

[ Allow me to edit subject/body when | recerd

O sale £.
I Perfarm Salesforce d scovery when this

panel is closed

1

. Select or compose an email, and click the View Salesforce Fields button at the bottom of the Side Panel.

. Related to Salesforce @)

Account

Equity Management Company, LLC

Fred Johnson

Equity Management Company, LLC

Jake Smith

(View saesforce ield |

—
) Drop Zone F

11
II!
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Tip: If you click View Salesforce Fields for an inbound email before relating it to Salesforce, you will be
prompted to select at least one Salesforce reference before the email can be recorded.

. Relate to Salesforcem

Mot related to anything
and no suggestions were found.

Don't forget to relate this email to at least
one Salesforce record.

E:] Drop Zone

Enter or edit the text in the Subject and Comments fields as needed. Note that the Comments field contains
2 the Body of the email. Click the OK button when finished.

38 LinkPoint Connect for Salesfarce — O x
Salesforce Fields Q e

Subject:
| RE: Mext Steps with LinkPeint360 -

Comments:

Hi Fred,

I would be happy to arrange a call for us to review the partnership options for your
organization. Please let me know if you are available next Tuesday at 10am EST.

Best,
Sally Anderson

Tip: The Subject and Comments/Body fields automatically populate with the existing subject and body of the
email. Users can alter the Subject of the email to change how it will appear within Salesforce to help

differentiate it from other recorded emails with the same subject line. Users can edit the Comments/Body of
the email to eliminate redundant information especially when an email chain has been recorded several times.

Tip: This will not change the content that the email recipient(s) see. These changes only affect the content that
is recorded to Salesforce.

For outbound emails, send the email when ready. For inbound emails, the process is complete.

Tip: The Task fields in Salesforce will be updated with the edited content. The Task Comments will reflect the
original subject and body from the email. If recording emails using Salesforce Enhanced Email, edit changes will

only be reflected in the plain text version of the email in Salesforce. The HTML version of the email will not be
altered within Salesforce.
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Click the Open related email in Salesforce icon to view the changes in Salesforce as needed.
. Related to Salesforce
Jake Smith
Wellington Management Company, LLP -
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Create Salesforce Records with SnapForms

Create new records for standard and custom Salesforce objects from Outlook with SnapForms. LinkPoint Blade
automatically detects the user's Salesforce objects and provides access to SnapForms for those objects. SnapForms
display the fields for the object as they appearin the user’s instance of Salesforce and support required and dependent
fields. Where applicable, SnapForms present the record types available for an object in a drop-down list.

Additional Resources: Users can change the Salesforce objects available as SnapForms in the Preferences Pane.
Refer to the Edit Preferences section of this User Guide for more information.

Click the Create New Records icon in the top-right corner of the Side Panel. This will present a list of available
1 objects unique to each user’s permissions in Salesforce. Select an option from the list to launch the SnapForm.

& LinkPoint Connect »
a Account "
Campaign
Contacts @) Case 9
| Fred Johnsory Contact
Equity Manage: Evais
Account Site
— Lead
Email e
fredip360@gmail.c CUBpaitunity
Crder
[] sake Smith Solution
Account Site | B Task
— 330-1£3-430/1
Email Contact Owner Alias

Tip: Users can also create new records contextually in the Side Panel. Click the Create New Records icon on any
Side Panel item to view a list of available SnapForms. This may prepopulate select SnapForm fields based on
the selected record, where applicable.

% LinkPoint Connect »
Contacts @) @
Fred Johnson
0 Equity Manageme y, LLC
Equity Management Company, LLC
Account Site Phone
— (732) 555-7777
Email Contact Owner Alias
fred|p360@gmail.com Sally
Cos Jake Smith
Event unt Site: Phone
] rtunity 555-123-4567
pporiuntty | Contact Owner Alias
Task Emithip360@amail.com Sally
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Enter data in the available fields in the SnapForm. Complete all required fields, and click the green checkmark

to create the item in Salesforce.

Create Web Customer - LinkPoint Connect for Salesforce n
~ - X

@ Create Web Customer
Record Type:

Web Customer v
Account Information
Account Owner: Rating

Sally Anderson --None--

Account Name: Phone:

Parent Account: Fax:

Account Number: Website:

Account Site: Ticker Symbol:

Type: Ownership:

--None-—- - --None-—-

Industry- Employees:

None:
Annual Revenue: SIC Code:
Account Record Type:

Web Customer

Address Information @

Billing Streer: Shipping Street:

] open in Salesforce after saving

Tip: Users can select a record type for Salesforce objects, where applicable. Select the Record Type from the
drop-down list at the top of the SnapForm. The fields on the SnapForm will change dynamically based on the

selection.

Create Web Customer - LinkPoint Connect for Salesforce ﬂ

@ Create Web Customer

Record Type:

Web Customer v

PO Customer

Web Customer
Sally Anderson --MNons--
Account Name: Phone:
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Edit Salesforce Records with ShnapForms

Edit records for standard and custom Salesforce objects from Outlook with SnapForms. Edit access in the Side Panel
mirrors the user’s access in Salesforce. SnapForms display the fields for the object as they appear in the user’s instance
of Salesforce and support required and dependent fields. Where applicable, SnapForms support and present record
type options from a drop-down list.

Locate a Salesforce record in the Side Panel, and click the Edit Record icon to launch the SnapForm. These icons
1 are available for all records the user has access to edit in Salesforce.

LinkPoint Blade 7%
@ gc
Search... v
-
Contacts (1) ~
D Jake Smith
Wellington Management Company, LLP -...
Account License Key Title
WellingtonTest CEQ
Phone Email
732-555-1111 jakesmithlp360@gmail.com
Last Activity InActive
9/23/2022 false
Primary Contact Billing Contact
true false

Connect Echa
Unknown Evaluation

ReCAPP
Unknown

Edit data in the available fields in the SnapForm, and click the Ok button to update the record in Salesforce.

LinkPeint Blade X

{8 update contact 2

Contact Information

[Mr VI | Gle

| Smith Billin
Ema -
jakesmithlp360@gmail com
jakesmith@domino&5x. linkpoint360.com )
CEO
732-555-1111 ..—.N.one— . v
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Sync Emails

Initiate Background Email Sync

Inbound emails are recorded in real time when Relate to Salesforce selections are made. Outbound emails may take up
to 15 minutes to be recorded in Salesforce. If needed, you can initiate the email sync on demand.

Click the Preferences icon in the bottom-right of the Sidebar.

LinkPoint Blade I ox
@ E

"@" Suggested Records

Mot related to anything and
no suggestions were found

LinkPoint Blade Fox

Preferences

a General v
Preferences

E LinkPoint Support v
Resources

c Salesforce v
Connection

Administration & Sync ~ b
Settings

QOpen Administration & Sync Settings
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Choose a Calendar Sync Mode

Work with calendar events in either Outlook or Salesforce and seamlessly syncitems to the opposing system with a
variety of calendar sync options. Users can leverage one of two sync modes: SnapRecord or auto sync. These modes
cannot be used at the same time. Each mode provides a different level of control over how calendar events sync occurs.
Review the available options to choose the calendar sync mode that best fits specific workflow needs.

Sync Mode Description

Record specific calendar events from Qutlook to Salesforce as a one-off action.

SnapRecord includes a one-way, single-click method to add an event to a Salesforce
calendar.

Calendar events added to Salesforce with SnapRecord are automatically updated if the user
makes changes to the calendar event in Outlook.

Events canceled in Outlook after they are SnapRecorded to Salesforce are deleted from
Salesforce in real time.

Users cannot SnapRecord an entire recurring meeting series at once.

SnapRecord

Auto Sync can be configured to be a one-way or bidirectional sync between Outlook and
Salesforce.

The syncis a background sync process that synchronizes all events every 15 to 60 minutes.
Supports synchronizing recurring meeting series.

Auto Sync

SnapRecord

Record specific calendar events from Outlook to Salesforce as a one-off action with SnapRecord. SnapRecord includes a
one-way, single-click method to add an event to a Salesforce calendar. Calendar events added to Salesforce with
SnapRecord are automatically updated if the user makes changes to the calendar event in Outlook. However, changes
made to the calendar event in Salesforce will not be reflected in Outlook. Users can relate calendar events to Salesforce
records using the Side Panel and complete SnapFields to update additional Salesforce information, if applicable. This
option is enabled by default. SnapRecord is automatically disabled if Auto Syncis turned on.

Recommended for users who want a simple introduction to calendar sync and users who want selective control when
working with calendar events.

Additional Resources: Refer to the Record Events with SnapRecord section of this User Guide for more
information.
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Auto Sync

Preset calendar event sync to run automatically based on established rules. Users leverage sync settings in LinkPoint
Preferences indicating the range, frequency, and direction (one-way or bidirectional). The sync options automate when
and how calendar events move between systems. Enabling auto sync disables the SnapRecord mode. Users can relate

calendar events to Salesforce records using the Side Panel and complete SnapFields to update additional Salesforce
information, if applicable.

Recommended for users who want to set calendar event sync based on sync preferences with little to no monitoring.

Additional Resources: Refer to the Establish Calendar Auto Sync Settings section of this User Guide for more
information.
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Record specific calendar events from Qutlook to Salesforce as a one-off action. SnapRecord includes a one-way, single-
click method to add an event to a Salesforce calendar. Calendar events added to Salesforce with SnapRecord are
automatically updated if the user makes changes to the calendar event in Outlook. However, changes made to the
calendar event in Salesforce will not be reflected in Outlook. Users can relate the calendar event to Salesforce records
using the Side Panel and complete SnapFields to update additional Salesforce information, if applicable. Events
canceled in Outlook after they are SnapRecorded to Salesforce are deleted from Salesforce in real time. This option is
enabled by default. SnapRecord is automatically disabled if auto syncis turned on.

Tip: Users cannot SnapRecord an entire recurring meeting series at once. However, users can open a single
occurrence of a recurring meeting and choose to SnapRecord the item to Salesforce. As such, the CRM
Category will only appear on each single instance of recurring meetings that the user acts on with SnapRecord.

Create or open a Meeting or Appointment in Outlook, and enter information for the item including the
1 invitees, subject, location, date, time, and content as needed.

38 Introduction to LinkPoint36D - Meeting

File  Meeting Scheduling Assistant  Insert  FormatText ~Review Help Developer

T e @ i X 8

Delste _., _  JoinTeams Meeting Don'tHost ~ Cancel ~~
Meeting Options  Online. Invitation []

Undo Adtions Teams Meeting Attendees

(i) You haven't sent this meeting invitation yet.

= Title Introduction to LinkPoint360

Send Required | Michael James;: Jake Smith:

Optional

Start time Men 10/10/2022 [] | 10:30AM -

End time Mon 10/10/2022 || 11:00AM -

Lecation | Microsoft Teams Meeting

¥ Recurrence

Microsoft Teams meeting

Join on your computer, mobile app or room device
Click here to join the meeting

Meeting ID: 214 132 234 716

Passcode: 04VCmp

Download Teams | Join on the web

Leam More | Meeting options

In Shared Folder &% Calendar

[

Voice

Eastern Time (US & Cana | i Make Recurring

=
L & & @ °© &
View | Mesting 4 Viva
Reader  Blade Panel Notes A Insights

Tags  Dictate  Immersive

Immersive  LinkPoint360 B Salesforce | OmeNote  GoTo.. | Salesf..  Add-in =

Eastern Time (US & Cana w| [ Allday @& Time zones

[, Room Finder

LinkPoint Blade x
Bc
Search... v
Contacts (2) ~t
([ ake Smith
Wellington Management Company, LLP -
Agcauns Licens Key Tive
WellingtonTest CEQ

Phone Email
73 m jakesmithlp360@gmail.com

CEO, Legal Counsel

email -

. Suggested Records
Recently Viewed

D Jake Smith

Vellington Management Company, LLP -

Tip: If a Meeting is addressed to at least one recipient, the Side Panel will automatically search Salesforce for
matching records. For Appointments, users can search the Side Panel for Salesforce records.
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Click the View Salesforce Fields button in the Relate to Salesforce section of the Side Panel.

. Suggested Records

Recently Viewed

Michael James

Tip: SnapFields are presented in the View Salesforce Fields window if the Salesforce event page layout includes
either the type field and/or any custom required fields. Users cannot SnapRecord the event until required fields
are completed. Some users may not have any SnapFields available.

Enter the values as applicable in the Salesforce Fields window, noting that required fields are marked in red.
Click the Ok button when finished. The fields will be updated in Salesforce when the event is recorded.

LinkPoint Blade - https://blade.linkpoint360.com/?_host_Info=Outlock$Win32816.028en-USStelemetry$isDialog$$04/SnapForm/ba8.

3| Create Event

Product Type
| -Mone—

Select the option to Accept This/These Suggestions in the Relate to Salesforce section to record the calendar
event to all of the suggested records.

Suggested Records
Recently Viewed

D Michael James
Wellington Management Company, LLP -...

Jake Smith
Wellington Management Company, LLP -..

Tip: LinkPoint Blade automatically suggests contacts and leads that exist in Salesforce if they are included in
the Required or Optional fields of the meeting. If there are no matching contacts or leads in Salesforce, the
Relate to Salesforce section will not display any suggestions.
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Select the Relate to Salesforce checkbox next to records in the Search Results to record the calendar event to
5 the selected record.

LinkPoint Blade X
Contacts (2) A =

(] Jake Smith

Warning: Salesforce does not allow users to take action on contacts and leads at the same time. Try selecting
only contacts or only leads and record the calendar event.

a Enter text in the Search field, and press Enter or click the Search icon to find for additional records.

LinkPoint Blade x
@ Ec
Tom Ripley v 0Q
Contacts (1) -~

D Tom Ripley

Tite Phane
Regional General Manager

Email Last Activity

Additional Resources: Users can adjust the Salesforce objects and fields included in the Search Results in the
Preferences Pane. Refer to the Edit Preferences section of this User Guide for more information.

Deselect the Relate to Salesforce checkbox to disassociate the calendar event from a selected record. Uncheck
7 all of the selections to remove the calendar event from Salesforce.

. Related to Salesforce =x

Ul

Wellington Management Company, LLP -

ames

Tom Ripley

_

o b
=

Tip: Some SnapShots may not include a checkbox to relate the calendar event to a Salesforce record. The
option to Relate to Salesforce only appears when working with a supported Outlook item (i.e. email, calendar
event, or task). The checkbox will not appear if the Salesforce record does not support Activities.
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Click the Relate to Salesforce checkbox for event file(s) listed in the Attachments group to record the file to
Salesforce along with the event contents.

LinkPoint Blade x
@ EC
Search... ~
B Accounts (1) i
Cases (4) i
Contacts (1) ~
Opportunities (5) ~
Attachments (1) ~

C] Sample.pdf

Tip: Note that the attachment is listed in the Related to Salesforce section. The file will be uploaded to
Salesforce and related to all of the listed records when the event is sent and SnapRecorded.

. Related to Salesforce ’
v ST o -
p-

Wellington Management Company, LL

Tom Ripley

Attachment

Sample.pdf

Send or save a new calendar event to record it to the selected Salesforce records. Existing calendar events will
be recorded in real time when Relate to Salesforce selections are made.

Tip: An Outlook Category of CRM will be assigned automatically to the calendar event after it has been
recorded to Salesforce, providing a visual indicator of recorded items in Outlook.

File Meeting  Scheduling Assistant  Insert  Format Text  Review Help  Developer

I ME Y B R BB Q B @O EE 4 S

Pictures Shapes lcans 3D SmartArt  Chart Screenshot Link  Bookmark Text  Quick WordArt

Attach Outlook Business Signature  Table | Reuse
Filev  lem  Card~ - v Files Models ~ Box~ Patsv v ] Object
Include Tables ' Reuse Files llustrations Links. Text ™
(i) You haven't sent this meeting invitation yet, LinkPoint Blade x
CRM
= Title Introduction to LinkPoint360 Search.. v
Send Required | Michael James: Jake Smith [a Accounts (1) ~
| .
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Establish Calendar Auto Sync Settings

Preset calendar event sync to run automatically based on established rules. Users leverage sync settings to indicate the
range, frequency, and direction (one-way or bidirectional). The sync options automate when and how calendar events
move between systems. Enabling auto sync disables the SnapRecord mode. Users can relate calendar events to
Salesforce records using the Side Panel and complete SnapFields to update additional Salesforce information, if
applicable. By default, all items on both the Qutlook and Salesforce calendars will be compared and synced, excluding
private items, based on the specified sync settings for date range. Items one month prior and 365 days in the future will
sync by default.

Tip: LinkPoint Blade will only sync one-to-one between a single Outlook calendar and Salesforce. This means
that while users may have access to more than one Outlook calendar (i.e. personal calendar, a team or group
calendar), users can only choose one calendar to sync with Salesforce. Note that if a user chooses to sync with a
shared Outlook calendar, all items not marked as private will sync to the specific Salesforce calendar.

Tip: LinkPoint will only sync calendar events that are related to Salesforce records via the Side Panel.

Click the Preferences icon in the Side Panel.

. Suggested Records

Not related to anything and no

suggestions were found

I Preferences

-

Expand the Administration & Sync section and click Open Administration & Sync Settings.

LinkPoint Blade Fox
Preferences
General v
Preferences
LinkPoint Support v
Resources
O Salesforce v
Connection
O Administration & Sync ~
Settings
Open Administration & Sync Settings
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3 The LinkPoint Blade Configuration portal will open. Click the Calendar Synchronization Process to open the
Calendar Synchronization settings
@B User x + ~ - ] ®
c & Ip-site-devtest-blade-assist.azurewebsites.net/linkpointuser/b88cfabb-9b2f-a720-0aff-53a7aacobfff e v O M eam @R 0O e H
= LinkPoint Blade e o i s
M My Organization
e
Q. search v John Doe
John Doe
JohnDoe@linkpoint360.com
Connections
Name Status
Salesforce Connected as JohnDoe@linkpeint360.com
Microsoft Connected asfohnDoe@linkpoint360.com
Synchronization Processes
Sync Process Schedule To Run These Days Between These Times Enabled
Email Mon, Tue, Wed, Thu, Fri 12:00 AM - 8:00 AM v
Calendar
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Click the Is Enabled option to enable or disable the Auto Synchronization then Save.

w = (] >
B User x +

c & Ip-site-devtest-blade-assist.azurewebsites.net/linkpointuser/b88cfabb-9b2f-a720-0aff-53a7aac3bfff = ¥ G 5 - E @ » 0O e H

/" Calendar Synchronization Settings

Basic Settings

Is Enabled

Should the sync process run in the background on a regular basis?

0

Synchronize 'Private’ items
Should items marked as ‘Private’ be synchronized?

Schedule

Sunday

Monday

Tuesday

Syncronize days Wednesday
Thursday

Friday

Saturday

ENERENE
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