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Email Tracking in Outlook

To track emails from Outlook to the Educational Partnerships Register (EPR), you will need
to utilise Microsoft Dynamics 365 (D365) (access will be required before use). This
functionality enables you to track email exchanges and link them directly to an Organisation,
Agreement, Activity, or Contact within the EPR. Email tracking is advised exclusively from a
Primary email address and not a Shared email address. Additionally, it's important to initiate
email tracking only when the contact is already listed in the EPR to prevent duplicate entries.

Note: Before initiating email tracking to the EPR, Business Units must establish their own
business processes. This involves specifying the location for email tracking, whether this will
be at an Organisation, Agreement or contact level. As well as determining which emails are
appropriate for tracking and which are not.

The examples used in this manual, will be tracking to an External Organisation.

Composing and Tracking a sent email

1. Open a new email in Outlook. Address your email to the existing contact within the EPR
and create your email content.

File Message Insert Options FormatText Review Help TableDesign Layout Q@ Tellme

FSY (S]s)
. A i Mm@ V4
pate [O Basic | Names  Include Tags  Dictate Al Editor
v Tee - v ~ Apps
Clipboard Collaborate Voice Apps | Sensitivity | Editor v

Fom v | CatherineThompson@acu.edu.au

HiLeah,
Email content goes here.
kind regards,

Catherine Thompson (shefer)

2. Click on Dynamics 365 button. The recipient will appear as a contact in the Dynamics
365 tracking pane.

g EH2L B = EPRTacking to Organisation - Message (HTML)
File  Message Insert Options FormatText Review Help @ Tell me what you want to do
s g1 M V3 = | >
B L @ 8 ¢ e >
Paste -  Basic  Names | Include Loop. Tags  Dictate All Editor  Immersive New Dynamics
o  Text~ N - Components * v Apps Reader  Scheduling Poll 365 I
Clipboard 5 Collsborate Voice | Apps | Sensitivity | Editor  Immersive Find Time Addrin v
x
B> From ~ | Catherine Thompson@acu.ecu.au Dynamics 365
Send To @ Leoh Pabst. — oA
[
: Not tracked

Subject  EPR Tracking to Organisation
Set Regarding

»

Hi Leah,

Email content goes here. R
Recipients

Kind regards,
‘Catherine Thompson (she/her) °

System Support Officer | Educational Partnership Register
Centre for Education and Innovation
Australian Catholic University

QACU | - I
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3. Click in the look up field under Set Regarding to search for the External Organisation.

File  Message Insert Options
P M & B
<Jude Loop Tags  Dictate All
Components ¥ e Apps
Collaborate Voice | Apps

= From

Sensitivity

Catherine.Thompson@acu.edu.au

FormatText Review Help

&

Q

)

Tell me what you want to do

E P
MNew

Editor  Immersive Dynamics
Reader  Scheduling Poll 365
Editor Immersive Find Time Add-in

Dynamics 365

© 0

Viva View
Insights ~ Templates
Add-n My Templates
x

Send To Leah Pabst;
-
[¢
N Not tracked
Subject EPR Tracking to Organisation
2 Set Regarding
HiLeah, Look for records il
Email content goes here. Seargh
At ot I
Kind regards,
Catherine Thompson (she/her)
System Support Officer | Educational Partnership Register
Centre for Education and Innovation Leah
Australian Catholic University
User
& . P >4

To perform an advanced search, click on the search icon

File Message  Insert

|

Options

pae [ Basic  Mames | Include
- 6 Text v A -
Clipboard 13

Email content goes here.
Kind regards,
Catherine Thompson (she/her)

Centre for Education and Innovation
Australian Catholic University

FE A /M
4

Loop
Components

Collaborate

Send ‘ T ‘ ® Leah Pabst
e
Subject  EPR Tracking to Organisation
Hi Leah,

Review

b [

Tags

Catherine. Thompson@acu.edu.au

System Support Officer | Educational Partnership Register

Help

e

Dictate

Voice

Q@ Tell me what you want to do

&

L G P
New

Al Editor | Immersive Dynamics
Apps Resder  Scheduling Poll 365
Apps | Sensitivity | Editor | Immersive Find Time Add-n v
Dynamics 365 %
Set Regarding, Lookup - X

Look for records

[~

Results from: 4 types of records

»

+ MNew Record

Recent records

EPR-13115
TEST EXTERNAL ORG - o
Parent

EPR-12085

Human Flourishing Program

at the Institute for ~
Quantitative Social Science,
Harvard University

dvanced loo

-

In Advanced Lookup, search by Organisations.

File  Message Inserl Options FormatTed Review
ial b M
Paste Basic | Mames | Include Loop Tags
R A * Components ¥
Clipbosts Colabarate
. From ~ | Catherine Thompson@acu.edu.au
Send To © Lesh Pabst:
23
Subject PR Tracking to Organisation

HiLeah,
Email content goes here.
Kind regards,

Catherine Thompson (shemer)

System Support Officer | Educational Partnership Register
Centre Tor Education and Innovation

Australian Catholic University

DACU

1100 Nudgee Road
Banyo, QLD 4034
E: catherine. thoy

son@acy edu.ay

Help

)

Dictate

voiee

Q@ Tell me what you want to do

B9

apps

Semsitivity

& 0 o

dn
Editor  Immersive New
Reader

Editor  Immersive Find Time

Dynamics 365

Choose record for

N

4
Dynamics | |»
Scheduling Poll | 365

Aaddin ~

Tes{

Organisations

Organisation Lookup View (default) ~
[ Oy my records

+ Add new
Organisation Name T+

O TESTEXTERNAL ORG - Parent

(O TEST External Org Child

() TEST Grandparent organisation

() TFST leah Frtam:
« —

Selected record

E-mai

or click Advanced Lookup.

Format Text
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4. Select the correct Organisation from the search results. Ensure the record appears in
Selected record, click Done.

Fie Message wsert Optons FomatTed FRevew Hep TabieDesgn laoul Q' Tellme what you warkto do

g Q . =) M folow o : &
& 5 = BES e e L A2 0 @ P96
Puste s U s.a-E== 5= Address Check  Aftach Link Signatue oagn | MRS g ap [ ——. Hew Dymarms V. Vew
™ formen ot 4-E e v voiy L, tow o Bt Soneauingfol M5 | g | Tempstes
aphasna serer 5 e ncaae comsnte e ke | spp | seutry | conw  mnenme  PraTme  Aasn | Adsin wylenates v
Dynamics 365 x
- From aese e
B
Send . . Chaoose record for x
=

Kind regards,

Catnenne Thompson (st |

System Suppart Officer | Educational Parnership Regstar
Ceatre for Education and Innavaton

Austsallan Catholic University

UACU

1100 Nudgee Road
Banye, QLD 4034
Eg

W e 300 £

periags

Organisations

Organisation Loskug View (default]

5. You are now able to see in the Dynamics 365 window, the Organisation and Contact
person. Once you have checked this information is correct. Click Send.

Gan lmodt G Tellme what you mantto do

B8 0o X

address Chack | Amsch Lk Signature assign
Bock Mames  Fie- - Polcy = |, Low mportance

Conpornte g

’El e Follow Up -
1 Vighimpatance.

EPR Tracking to Organisation

HiLeah,
Emal cantant goes hare.

i regads,

8
Gatherine Thompsan (shamsri

System Support Officer | Educational Parmership Register
Gentre for Educaton and Innovation

Awsirakan Cathalic Unsversity

a0d commmis

Track pending...

Qrganisation
° TEST new org...

& Primary Contact

See why?

B Email

£ Primary Phone

Recipients

Uses
Leah Pabst

8 Title

Business Analyst
8 Business Unit*

B ACU Common

The email as well as any replies will be tracked in the EPR. Instructions on how to view the

email in the EPR are detailed on page 9 of this manual.
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Tracking a received email to an External Organisation.

You receive an email from a contact person existing in the EPR, which is currently not
tracked, and you want to track it to the External Organisation within the EPR.

1. Open the email in Outlook, click on the Dynamics 365 button. The recipient will show
up as a contact:

T 1 = TESTEPR example - Message (HTML)

File  Message Help Q  Tell me what you want to do

9 00 7 |:t| /O s ﬁ ~ 0
X 5 wp g & ) 5% i D
Delete = Respond  Shareto All Quick Move Tags Editing Immersive  Translate  Zoom Reply with Dynamics Report

N M Teams  Apps | Steps™ N N N v ~ Scheduling Poll 365 Message ¥
Teams Apps | Quick.. Language  Zoom Find Time Add-in Protection
Dynamics 365 = x
TEST EPR example Y
<« .. = 3
Leah Pabst Q9% |# po+
@ 0 @ Catherine Thompson 3:04PM -
- Not tracked
Hi Cat,
Text goes here. Set Regarding
Thanks,
Recipients

Leah
Leah Pabst (she/her)
Business Analyst (InPlace & EPR) (Acting), Centre for Education and Innovation
Australian Catholic University Leah
AUSTRALIAN CATHOLIC UKIVERSITY User
Building 235.G.06, 1100 Nudges Road »| Leah Pabst =

Note: If the recipient does not show as a contact, you will first need to create the contact in the
EPR prior to tracking the email.

2. Click in the look up field under Set Regarding to search for the External Organisation.

T | = TESTEPRexample - Message (HTML)
File Message Help Q Tell me what you want to do
o | (@0 b |:|:| /Q h f‘ N, .
R 5 & [ ) | 5% il > | O
Delete  Respand | Share to Al Quick Move = Tags  Editing Immersive  Translate = Zoom Reply with Dynamics Report Viva
v N Teams  Apps Steps > - ~ v ~ ~ Scheduling Poll 365 Message~  Insights
Teams Apps | Quick Steps & language = Zoom Find Time Add-n | Protection | Add-in >
i X
TEST EPR example Dynamics 365
4 =
Leah Pabst @99 > |@ = L +
@ © @ Catherine Thempsen Mon 3:04 PM =
| Tracked To Dynamics 365 Not tracked g
2 :
Hi Cat,
Set Regarding
Text goes here.
Look for records pel
Thanks, Search
Recipients
Leah
Leah Pabst (she/her) °
Business Analyst (InPlace & EPR) (Acting), Centre for Education and Innovation
Australian Catholic University Leah
e / \C U User
AUSTRALIAN CATHOLE UNVERSITY
Building 235.G.06, 1100 Nudgee Road Leah Pabst
Banyo, QLD 4014 .
T: 07 3623 7528 & Title
E: leah pabst@acu.edu.au Busi Anal
W: www.acu.edu.au usiness Analyst
1 Traditional i ir continuing connection to land, 523 and community. 1 past & Business Unit*
prasentand amerging
Australian Catholic University - CRI in ‘privileged or constitutes personal information. If you B3 ACU Common
ived this email in &rToz, you tonse orshare it ify the sender.

& Primary Email*
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3. To perform an advanced search, click on the search icon

TESTEPR example - Message (H

EDUCATIONAL PARTNERSHIPS REGISTER

. Click Advanced Lookup.

6. In Advanced Lookup, ensure you sea
Organisation from the search results.
Done.

File  Message Help @ Tell me what you want to do
5 | AL AP=TN N - N =R
X 5 & ™ o 5% il R
Delete | Respond | Sharete Al Quick Move = Tags  Editing Immersive  Translate  Zoom Reply with Dynamics ~ Report Viva
- ~ Teams  Apps Steps ~ v ~ ~ v ~ Scheduling Pall 365 Message v | Insights
Teams Apps  Quick Steps 1S Langusge  Zoom Find Time Add-in | Protection | Add-in e
i 45 %
TEST EPR example Dynamics 365 -
4 :
Leah Pabst ® 9 %9 2| @ Set Regarding, Lookup N
@ 0 © Catherine Thompson Mon 2:04 PM
| Tracke To yneics 365 Look for records pel
a
HiCat, Results from: 4 types of records Recent records
-
Text goes here. EPR-12115
Thanks, TEST EXTERNAL ORG - v
Parent
Leah
EPR-12085
Leah Pabst (she/her) Human Flourishing Program
Business Analyst (InPlace & EPR) (Acting), Cenire for Education and Innovation at the Institute for
Australian Cathelic University @ P . . e
Quantitative Social Science,
6 AC U Harvard University
AUSTRALIAN CATHOLIC LNIVERSITY EPR-11481
Building 235.G.06, 1100 Nudgee Road [ Nanyang Institute of v
Banyo, QLD 4014 Management
T: 07 3623 7528
E: leah pabst@acu.edu.au EPR-11482
W: www.acu.edu.au Sydney College of English v
1 Traditional toland, seaand . past, (SCE)
present and emerging.
Australizn Catholie University cilaged 1ty0n £DR.11408
the sender.
. -+ Mew Record Advanced lookup

rch by Organisations. Select the correct
Ensure the record appears in Selected record, click

T . = TESTEPR example - Message (HTMI
File Message Help Q Tell me what you want to do
o | (G o7 |:]:| /Q eh Q\ F N - @
X 52 w8 B 4 O ) | 5% i s L
Delete  Respond  Shareto  All Quick Move  Tags  Editing Immersive | Tianslate  Zoom Reply with Dynamics  Report Viva
~ ~ Teams  Apps Steps ~ ~ v - ~ - Scheduling Poll 365 Message > Insights
Teams Apps  Quick Steps 13 Language =~ Zoom Find Time Add-in Protection  Add-in v
i X
TEST EPR example Dynamics 365
& aes
Leah Pabst © 99> w Choose record for X
. To @ Catherine Thompson Mon 3:04 PM
| Tracked To Dynamics 365 | O Test X ‘
a
Hi Cat, -
IOrgamsal\ans v I
Text goes here.
& Organisation Lookup View (default) ~
Thanks, D Only my records
Leah -+ Add new
Leah Pabst (she/her) Organisation Name T v E-mail
Business Analyst (InPlace & EPR) (Acting), Centre for Education and Innovation
Australian Catholic University (O TEST External Org Child -
a AC U (@) TEST Grandparent organisation [}
AUSTRALLAN CATHOLIC UNNERSITY
@&  TEST Leah External Org 2
Building 235.G.06, 1100 Nudgee Road l
Banyo, QLD 4014 (O TEST new organisation
T. 07 3623 7528 -
: leah pabst@acu.edu.au | S L
W: www.acu.edu.au
Selected record
e e ol sz 191208, 502 208 commualy. [honows oar Eders st TEST Leah External Org 2 X
Auswalian catholic Universiny confidential, privileged or constinutes personal mformanion. I you
have raceivad this email in error, you i notify the sendr m Cancel
v
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4. The email will now show as Tracked and can be viewed in the EPR.

T | = TESTEPR example - Message (HTML)

File  Message Help Q@ Tell me what you want to do
o [S[=) o7 |

X 2 @ B 400800 s i
Delete  Respond  Share to All Quick ~ Move  Tags  Editing Immersive Translate  Zoom eply wi ynamics epo Va >

v v Teams | Apps  Stepsv - N - v v Scheduling Poll 365 Message > Insight

Teams Apps  Quick.. @ Language  Zoom Find Time Add-in Protection  Add-in | Y
I 41 X
TEST EPR example Dynamics 365
< =
Leah Pabst Cieiilndil L~
® © Catherine Thompson 3:04 PM
~ Tracked
Hi Cat,
Text goes here. Recipients
Thanks,
Leah
Leah

Leah Pabst (she/her)
Business Analyst (InPlace & EPR) (Acting), Centre for Education and Innovation
Australian Catholic University User
9ACU o et
AUSTRALIAN CATHOLE UnevERETY 8 Title
Building 235.G.06. 1100 Nudgee Road = o Anabuct o7

Note: The same process can be followed to track emails to Agreements and Activities. In the
look up field under Set Regarding, select the appropriate Agreement or Activity.

Viewing the email in the EPR

You have tracked an email to the EPR and want to view this in the System.

1. To view the sent email, navigate to External Organisations, search for the organisation:

D SANDBOX v

= & | B Show Focused view New () Refresh il Visualize this view (5 Emaila Link B Flow @ Run Report 40 Excel Templates @2 Export to Excel @ import from Excel Dashboards 14 Share
@ Home -
All External Organisations 2 eatcolumns 7 sditfiters | [7est >
© Recent ~
P o & organisation Name 1~ Extermal Organisation Partnership Status ~ Extemal Organisation Relationship Status International Organisation Indicator Country ~ Partnership First Est..
Dashbosrd Ability Partner active Intemationsl Bhutar 1jo3/2023
# My Dashboard Hor-Fartner nactive Intemationsl
Hon-sarner nactive Domestic
Non-Fartner nacte Intemationsl
Non-Partner nacie Intemationsl
Mon-Partner nactive Intemational
Agreements & Activities
P — Hon-Partner nactive Domestic Austrakia
gresmer

2. Click on the External Organisation to open the record. You can view the email activity on
the timeline:

SANDBOX =

O o | Bsawe & Sweltom + New dOpemorgchan [} Deactvate R Assign o RunCampagn Autom.. () Refresh € Check Access  H Proce

2 Fow B # Share

TEST new organisation - s Nen-Partner inactve @ v

External Organisation  Agreements  Activities (with ACU)  Courses  Supporting Documents  Roles  Related

Address 1:Street 3 Adress 2 Street 3
#age
Ackdress 1: Cety
— £ Modified 8y @ Lean Pabst (Offiine)
Address 1: ZIPfPostal
o 2570172024 =]
B Modified On
Lzoay
Country
Address 2 Country
Timeline + ¥ IE
o "
P ]
ATSI Cartrolled
Orga
External Organisation y
RTO Indicator £ CAT TEST EMAIL Closed “lv =3
) Ne r
s here, Kind regards. Catherine
VET Student Loan
Provider Status Bxpiry ]
Dat
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Click on View more to see the email in full or click View less to condense the email

~  Recent

@ Modified on: 4:56 PM

E2 Email from:; [ CAT TEST EMAIL Closed

EPR Tracking to Organisation
Hi Lzah, Email content goes here. Kind regards,

Ed image001.png

I View more I

G v B

Catherine ...

Stop Tracking Emails to the EPR

Modified on: 29/01/2024 4:56 PM

7 Email from: 5] CAT TEST EMAIL  Closed ©
EPR Tracking to Organisation
Hi Lezh,

Email content goes here

Kind regards,

Catherine Thompson (sheher)

System Support Officer | Educational Partnership Register

Centre for Education and Innovation
Australian Catholic University

OACU

AUSTRALIAN CATHOLIC UNIVERSITY

1100 Nudgee Road
Banyo, QLD 4034
E: catherine thompsoni@acu.edu.au

W: wwew acu edu au

s

Esl imagenoi.png

i u - =] ¥.]
View less

1. Navigate to the email you wish to stop tracking. Click on Dynamics 365 button.

File  Message Help

X |5 @ 6
S oo,
Delete | Respond  Shareto All
- v Teams | Apps

Q  Tell me what you want to do

# MmO

Quick Move Tags

[

Steps

Teams Apps | Quic.

RE: EPR Tracking to Organisation

Leah Pabst
o o © Catherine Thompson

| Tracked To Dynamics 365

2 Q 0

Editing  Immersive | Translate

Zoom Reply with
~ Scheduling Poll
Language = Zoom Find Time
@ | €3 Reply | & Reply Al

Start your reply all with: | You are welcome.

| Thank you for your confirmation.

‘ Great, thanks for letting me know! ‘ (@) Feedback

Received with thanks @

From: Catherine Ti <Catherine.T edu.au
Sent: Monday, January 29, 2024 4:57 PM

To: Leah Pabst <Leah.Pabst@acu.edu.au>

Subject: EPR Tracking to Organisation

Hi Leah,
Email content goes here.

Kind regards,

) —
L’ =i
Dynamics | Report|>
365
Add-in Protecti ~
= Forward | | i

Tue 30,

»

<
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2. In Dynamics 365 tracking pane, click the 3 dots in the green bar, next to Tracked

Regarding.

& [E T~ L RE: EPR Tracking to Organisation - Message (HTML) = o
File Message Help @ Tell me what you want to do
= io E] @) ckh @) F N —
>< © g FD <) ax dl 4 —1
Delete | Respond  Shareto All Quick Mave Tags Edmng Immersive  Translate ~ Zoom Reply with Dynamics Report
v v Teams  Apps  Stepsv v v - Scheduling Poll 365 Message!
Teams Apps  Quic. T Language  Zoom Find Time Add-in Pratectia |
RE: EPR Tracking to Organisation Dynamics 365
«
Leah Pabst Clhelhelbnd] L
) To © Catherine Thompson 30/01/2024
I Trackea To Dynamics 365 Tracked regarding
Start your reply all with: ‘ You are welcome. ‘ Thank you for your confirmation ‘ Great, thanks
= QOrganisation
Received with thanks @ T EST new Org
From: Catherine Thompson <Catherine.Thompson@acu.edu.au> & Pri mary Contact
‘Sent: Monday, January 29, 2024 4:57 PM

3. Select Untrack.

RE: EPR Tracking to Organisation - Message (HTML)

F b o=

To Dynamics 365

File Message Help Q@ Tell me what you want to do
o 2] F Ny, =]
X 51w 4 D O % Q &F P =
Delete  Respond  Share to Al Quick ove Tags Edltmg Immersive | Translate  Zoam Reply with Dynamics Report,
M - Teams  Apps  Steps~ - ~ Scheduling Pall 365 Message|
Teams Apps  Quic. & language  Zoom Find Time Add-in Protectio] |
. A i =%
RE: EPR Tracking to Organisation Dynamics 365
&
Leah Pabst @592 ®
o © Catherine Thompsan 30/01/2024

Start your reply all with: ‘ You are welcome. ‘ Thank you for your confirmation.

| Great, thanks

Received with thanks @

From: Catherine Tl <Catherine.Tl
Sent: Monday, January 29, 2024 4:57 PM
To: Leah Pabst <Leah.Pabst@acu.edu.au>
Suhbject: EPR Tracking to Organisation

Hi Leah,
Email content goes here.
Kind regards,

4

>

Tracked regarding

o

> Change Regarding

&a

Untrack

B View email

<

View in Dynamics 365

Primary Phone

4. The green bar will turn blue and show Not Tracked. The email will no longer be tracked.

RE: EPR Tracking to Organisation

- Message (HTML)

File Message Help Q Tell me what you want to do
9 ek F N, 0
X B ® B £ D e OO 2% Q o D B
Delete  Respond  Shareto Al Quick ove Tags Edltmg Immersive | Tanslate  Zoom Reply with Dynamics ~ Report
v v Teams  Apps | Stepsv ~ ~ - Scheduling Poll 365 Message
Teams Apps Quic.. & Language Zoom Find Time Add-in Protectio] | ™
. - Dynamics 365 X
RE: EPR Tracking to Organisation Y
& |
Leah Pabst © 5% % A +
e To @ Catherine Thempson 30/01/2024 -
|| Tracked To Dynamics 365 Not tracked
Start your reply all with: ‘ You are welcome. ‘ Thank yau for your canfirmation. ‘ Great, thanks
2 This item is marked for untrack and is
currently pending
Received with thanks @
From: Catherine Thompsen <Catherine.Thompson@acu.edu.au> Recipients
Sent: Monday, January 29, 2024 4:57 PM
To: Leah Pabst <Leah.Pabst@acu.edu.au>
Subject: EPR Tracking to Organisation
Hi Leah, Leah
Email content goes here.
User
Kind regards,
o o v | Leah Pabst
4 » -
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