1 Click on the profile icon in the upper right.
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2 Click "Settings"
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3 From the left navigation bar, scroll down and click "Email”.
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Click "My Email to Salesforce"
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5 In the "My Acceptable Email Addresses” box, add any email addresses (@cmag,
@clippermagazine, @valpak, etc.) that you may possibly be sending emails from.
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6 Adjust settings for your desired outcomes.
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7 Once you have selected your desired settings, ensure that you save your changes.
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8 Copy the link that is provided. Make sure to copy everything after "Your Email to
Salesforce address:".

e
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S — My Email to Salesforce
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and other records in salesforce com
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9 Compose a "New mail".
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10 Enter the contact/business email address as it appears in Salesforce in the "To" 4

field. The email address must exist in Salesforce in order for this feature to work.

CRM/VPO Sit-Dc
08:30 AM Micro




1 In the "Bec" line, paste the "Salesforce to Email address” that you copied
previously. This address is unique for each user and must be added in the Bcce line
in order for Salesforce to capture the email activity.

To \:Jen.tester@testing.com X

Cc

Bcc Q

Add a subject

Type / to insert files and more




To \ Jen.tester@testing.com X -_;
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Add a subject Draft saved at 08:25 AN
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13 Once your email is sent, the email activity will be documented on the record(s) that

you selected in the settings options that are associated with this email account.

Need additional help?
Email FAST@Valpak.com
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