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1. Process 

1.2 Login to your Salesforce account 
 

 

Important Note: Install the Package 

 

     When user installs the package, it will throw error messages as: 
 

 

1.3 Set up the Prerequisites for the org 
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 1.3.1 
Activity Settings in Setup 

 

   To install package successfully, Go to Activity settings in setup. 

 
 

 Check “Allow Users to Relate Multiple Contacts to Tasks and Events” checkbox in Activity 
settings  before installing package. 

 
  Click Submit after enabling it. 
 Navigate to Package installation. 
 Select Install for all users. 

 Click Install 
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 Once Installed,  

a) Go to the App launcher. 

b) Search “Outlook Calendar” 

Adding my meeting tab to the application. 

Click on the Pencil mark icon on the right side of the Tabs. 
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Click On Add more items on the top right. 
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Click on All in available items. 

Search for “My meetings”. 

Select the tab and add to navigation items. 
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 Click on Save. 

1.3.2 Outlook Calendar Admin 

1. Go to app launcher. 

2. Search for “Outlook Calendar Connector Admin” and click on it. 
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Enabling “Standard Einstein Activity Capture” can be done from the Outlook Calendar   

  Under User configuration, 
a. Click on edit. 
b. Enable the action checkbox for users you want to give “Einstein activity permission”. 

             Click save. 
 
     

1.3.3 Standard Einstein Activity Capture 
 
  1. Go to setup. 

  2.Search for Einstein Activity Capture. 
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3.Click on Einstein Activity Capture and click on “Get started”. 

   Navigate to Einstein activity capture and click on “Settings.” 

 4. Go to settings and enable Einstein Activity Capture. 

     5. under sharing settings, Enable Activity Sharing with Non–Einstein Activity Capture Users 

6. Under Event settings, Enable Sync Internal events. 

7. Search for “Outlook Integration and Sync” and click on that.       
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  8.Enable the Outlook integration toggle button. 
  9.Click on “Let Users access Salesforce records from Outlook.” 

 10. Scroll down to “Log Email Messages to Salesforce while Composing.” 

 11.Enable “Use Enhanced Email with Outlook” toggle button. 
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      Configure your Outlook domains. 

     (By default, Salesforce allows Outlook to connect if your Outlook environment is running on one of three domain: 

 https://*.outlook.com 
 https://*.office365.com 

 https://*.office.com 
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 Click on settings of Einstein Activity Capture. 
 Click on Summary and authenticate your Microsoft office 365. 
 Select User Level OAuth. 
 And do all the necessary requirements. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 Click 
on Configurations. 

 Click on New Configuration.      
 

 

 Important: If configuration is needed for a new user, then Click on New configuration in right hand side. 
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Give your configuration a unique name and describe what it does. 

 Click the “Active” checkbox. 
 Click on Next.   
 Enable events in Both directions only. 
 Click on Next. 

      
 Enable all the checkboxes you see in the below image. 
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 Search for the user in the search bar above and select the user in the available present org. 

 In the search picklist select Users. 

 Select available users from the Available users list. 

 Drag them into selected list. 
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 Click on Next. 

 
  Click save. 
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1.3.4 Email and 
Connected accounts. 
 

  Click on your Salesforce profile and go to settings. 

 
 
 
 
 
 

 

 Search for Email and Calendar accounts in quick find box. 

 Click on that. 
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 Click on Connect Account. 

 Connect you Office 365 account to connected accounts. 

  Enable the checkbox “I’ve read and understand these terms.” 
 
 
 
 
 
 
 
 
 

 
 Click on Next. 
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 Authenticate your outlook account. 
 

 
 
*Connect one new account to integrate. 

  *Connect through Office@365 email of yours. 

 

1.3.5 Enhanced Email 
 Turn on Enhanced email in Salesforce Setup   
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1.3.6  Enabling 
sites for the visual force page access 

    
Step 1: To enable Sites (adding visualforce page) in salesforce go to Quick Find box and search Sites. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 2: Click new and Create Visual force page 

a) Give it a label as you want. 

b) In Active site home page add “Invitation Page”. 

c)      Check the “Active ”checkbox. 
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                                                  Make sure the Active Checkbox is enabled. 

d) Select Invitation Page. 
e) Click Save. 

 

 

 

 

Step 3: After creating the Visual Force Page site, Click on the newly created visualforce site. 
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Step 4: Click on Invitation Page 
 
 

 
1.3.7 Enhance Profile User Interface 

 
 Go to setup 
 Search User Management settings 
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 Enable “Enhanced Profile User Interface” here. 
 

 

1.3.8 Guest User Permissions(access) 

 

 Step 5: Go to Public access settings.  

a) Search Sites in setup 

b) Click on the public site which you have created. 
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c) Click on Public access settings 
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Step 6: Give Apex class permission(access)as below. 

 

 Select above apex classes and add it to the enabled apex classes.
 Click Save. 

 

Step 7: Give Object settings access as below. 

 

 

 Go to object settings. 

 Object Name- Contact
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 Give Record Type, Object permission and field permission as below.
 

 

 

 

 

 

 Object Name- Event
 Click on edit.
 Give Record 
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Type, Object 
permission and 

field permission as below.



















 Object Name- URL
 Click on edit.
 Give Record Type, Object permission and field permission as below.
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Step 8: Custom Setting definitions access. 
 

 Go to custom setting definitions.
 Click on edit.
 Give access as below.
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Step 9: Custom 
metadata types Setting definitions access. 

 Go to custom metadata setting definitions.
 Click on edit.
 Give access as below.



















 

 

-Select available custom metadata types from the available box. 

-Move that to Enable custom metadata types box. 

 Click save. 
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Step 10: System 
Permissions access. 
 Scroll down in that Invitation page profile. 
 Click on System permissions. 
 

 
Click on Edit. 

 

Enable below mentioned checkbox: 
 Access Activities 
 Add Recipients to CRM Analytics Notifications 
 Edit Tasks 
 Mass Email 
 Send Email 
 Send Outbound Messages 

 
Click on Save. 
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1.3.9 Update Site URL in App configuration 

Once you have created Visual force page site Paste it to App configuration in Outlook Integration  

a) Go to sites which you have created. 
 

 
 

b) Copy the site URL 
c) Click on App launcher and search for “Outlook Calendar Connector Admin” 
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 admin app like 
this as below: 

 
d) Click on App Configuration. 
e) Paste the copied URL of sites. 

 Save it. 
 
1.3.10 Update User Information 
 

 Go to setup -Users 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Click on edit to your profile. 
 Enable Marketing User checkbox. 

 Scroll down 
there and set your 
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‘Start of day’ and 
‘End of day’. 

 

 

 

1.3.11 Set Org Time zone 

 Navigate to Setup
 Search Company Information in Search bar and click on it.
 Click on edit.

 

 

 

 Go to Locale 
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Settings
 Select 

(GMT+05:30) India Standard Time (Asia/Kolkata) in Default Time Zone

























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 Click on 
Save 

 
 
 
 
 
 
 
1.3.13  Set Org-Wide-Address 
 
 

 Go to Setup 
 Search for Organization-wide adresses 
 

 
 

 Click on Add 
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 Enter Display Name 
 Enter a valid Email address 
 Select Purpose as “User Selection and Default No-Reply Address” 
 Click on Save 
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THANK YOU! 
 
 

 


