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Salesforce Experience
Search for the correct account

1. Click into the global search bar.
2. Select the filter Account References.
3. Type Vista ID and enter.

Type the 
Vista ID 

and enter

How to search for the correct account in Salesforce
You have the Vista ID number (or account name in Vista)

4. If the account exists in Salesforce the results will populate in the account references table. Click on the 
account name in the account column to open the account in Salesforce. 

Account Reference Name = The account name in Vista

Source System ID = Vista ID number

Display Name = The system containing 
the account reference number

Click on 
account 

name
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You have the account name and address
1. Click into the global search bar.
2. Type the account name and any part of the address that you have (e.g., street, city, state).

Search for the correct account

3. Look for accounts with matching addresses. Click View More on the accounts table to 
view all available records.

Click 
View 
More

4. You can sort the table view or use filters to narrow down the search.
5. Once you find the account, you can verify by checking the Vista ID number.

1. Open the account in Salesforce.
2. Click on the Account References related list

Verify the account by checking the Vista ID number

Account References
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Verify the account by checking the Vista ID number
3. If this account exists in Vista, you will see VISTA 01 as the Source System and the Vista ID number in the 

Source System Reference ID column.

Search for the correct account

If you find duplicate accounts, please email to SalesforceHelpES-AMER@Eaton.com . We have a active project 
that is working to eliminate duplicate accounts in Salesforce. 

Source System Reference ID

Source System

mailto:SalesforceHelpES-AMER@Eaton.com?subject=Duplicate%20Accounts
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Find an account in the Outlook plug-in. 
First, we recommend if you are looking for an account for the first time to use the desktop application. Outlook 
has condensed screens, which can make this process a little tricky. Once you have found an account on the 
desktop version and clicked on it, Salesforce will bring that account to the top in future searches. This will 
make finding the account much quicker in Outlook.

Here’s how to find an account when creating a new contact, opportunity, lead, or task in Outlook.

1. Type the account name along with any other keywords, such as city, state, and street. 
2. If you don’t see the account you are looking for or to see more information, click the magnifying glass.
3. Expand the window wider to see more columns. Sort the list alphabetically by account name, city, state, 

etc. The list is automatically sorted by Relevance which is based on your previous search history.
4. When you find the correct account, click on the account name.

Search for the correct account

Type the 
account 

name

Use the magnifying glass to search

Click on 
account 

name

The list is automatically sorted by Relevance
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