
TRACKING EMAIL IN CRM 

1 BASICS AND QUICK START 

In CRM an activity can be an email, task, phone call, fax and so more.  If you created or received an activity that is 

not being tracked or associated to a Lead, Contact, or Account in CRM then here I will show you the best option for 

this. 

Let’s focus on email as the activity.  There are two buttons available in Outlook 2010/2013.  The “Track” and “Set 

Regarding” (See figures) buttons that allow direct integration between CRM and Outlook. These buttons enable you 

to “push” an email, task, appointment or contact from Outlook into CRM. Once a record has been pushed from 

Outlook into CRM, it will automatically be kept in sync.  

Warning!!! Hitting the Track button is not our recommended action because it usually requires a lot more clicks and 

records out in CRM.  When you click the “Track” button, CRM automatically looks at all of the email addresses in the 

Outlook record you are tracking and links the Outlook record to all of those related records in CRM. So, for example, 

if you have an appointment with 3 required attendees, you will be able to find the appointment under all of those 

contacts, leads or users inside of CRM. (Sometimes?!?) 

As a best practice, we always recommend using the “Set Regarding” button rather than the “Track” button.  By 

clicking Set Regarding, you can create an additional link to the record you are tracking. Say for example, you may 

send an email to 3 people with an update on an Opportunity; you can click the “Set Regarding” button and link the 

record to the Opportunity. Now, when you look at the Opportunity or any of the Contacts, Leads or Users who were 

included in the email, you will see the email in the list of activities. 

 

Figure 1-Set Regarding 



 

Figure 2- Right-Click Set Regarding 

 

Figure 3- Attach and integrate with an Account or... 



 

Figure 4- Attach to another activity or entity such as a contact 

 

Figure 5- Email being tracked now in CRM 



2  (3) THE CRM PANE AND THE OUTLOOK PEOPLE PANE 

 

CRM 2011 for Outlook adds a “CRM Pane” to each Outlook record 

that is tracked in CRM. This pane includes links to every record in 

CRM that is associated with the Outlook record. This can be a big 

time saver when, for example, you need to quickly find a contact’s 

phone number in CRM in order to quickly follow-up on an email, or 

in order to find an address when preparing to drive to a meeting. In 

the nearby image, you see the CRM Pane that appears below a 

tracked email. In this pane, you can click on the “Regarding” item 

(in this case, a campaign record), or on the contacts and users that the record is linked to in order to be taken 

directly to those records in CRM. 

 

3 ADVANCED 

 

It’s important to note your Personal Options for CRM for Outlook (Cover this more in detail in Part 2) 

 

Figure 6 - Its Grey'ed out...means it’s a system setting and only the administrator can change it 

 

http://blogs.c5insight.com/Portals/0/SunBlogNuke/1/Windows-Live-Writer/CRM-2011-and-OutlookPart-3-of-3-Integrat_DD19/SNAGHTML1a65365.png

