Record an Email in Infusionsoft Using the
Outlook Plugin«

The Infusionsoft Outlook Sync allows you to record emails from Outlook into your
Infusionsoft app. You can do this while browsing through your emails in Outlook or
when sending an email from Outlook.

To record an email into Infusionsoft while browsing your inbox:

1. Select the email you want to save to Infusionsoft
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2. Click the Record Email button
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3. Infusionsoft will try to find the contact in Infusionsoft. If there is no match, you can
click the Add New button to create the contact record.
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sethe options belowto record the e-mail to Infusionsoft

. After clicking Add New, you can provide any further personal details prior to saving

the contact in Infusionsoft.
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. The checkbox indicates that the contact has been added to Infusionsoft. You can
now record the email to their contact record.
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Usethe options belowto record the e-mail to Infusionsaoft
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6. Click OK
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7. You can choose to download any files that were present in the email into the
Filebox on their contact record.

Ip Search by Name I l+ Add fl [ ETTEI AECTITENG g
Selectthe attached files youwould liketo add to Infusionsoft -
Unableto locate this E-mailaddressl 'j

’p Search by Mame ] ’-l- Add1

UnabletolocatethisE-mailaddressl [I 443 image003.png
[JD Search by Nﬂmel H‘ Add 1] ("1 [} imagenos.png

image007.pn
Unableto locate this E-mailaddressll D' g Png

’p Search by Name] ’+ Add 1' INimaged09.png

Unableto locate this E-mailaddressl
’p Search by Name ] ’-l- Add 1' Rt

| Py ) [ T [P W ) - pa—— | _.I_I____I

8. Click OK
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. The email is now recorded into Infusionsoft. You can now log into Infusionsoft and
find the contact and the email that you just recorded.
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