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Drag and Drop emails into your Document
Library in SharePoint - Email management

The ability for users of Microsoft’s SharePoint Portal to save emails directly into their document library is a great addi-
tion to the functionality that SharePoint already provides. The SharePoint Solutions Centre offers a great SharePoint
utility that allows users of SharePoint to save emails from their email inbox directly into the Document Library.

The following brochure shows how this simple software ad-on can be used to create a complete and functional email
management system. The simple addition of this software will allow for the creation of a SharePoint menu in your
Office application and from here you can create document folders under your inbox and drag and drop emails to be
saved directly into your document library.
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Figure 1.0 - Microsoft Office with SharePoint Solution Center's software add-in of the SharePoint menu
tree, with the option to save directly into the SharePoint Document Library.
B Inbox - Micrasoft Outlook EEx
Creating Document Library i Hle Edt Yew Go Todls Actions Help SharPoint Type 2 question for help v
folders for your email i ilew - | 3 X | CLReply (i Replyto Al - Forward | S Send/Receive - \ﬁ: | G Typeacontacttofind - | @) (L u.l
Look far: = SearchIn~ Inbox Find Mow ©lear Options » X
Favorite Falders
After selecting to create a new Dtnban ) 4 glFrom subjct Received e v A
document folder under your Share- o Jomens 3 atestast week
. . . [ Sent Ttems (=1 0 Andrew Leanard  The Different Document Types Thu 1/26{2006 11:2... 3 MB
Point menu a profile box will ap- — ey Re—— Th s 112, 3B
pear asking you to create the = 25" Personal oiders A= ument Library Folder
= & Deleted Ikems
folder. zg:cau“m:?tl;.\bvary - =
= Inbox (1) = e Thu 1/5/2006 3:05PM 192 KB
= 3 MyDacs 5ol \—I ‘
The created document folder will sit S |- y ‘
1 1 H resment Folder Name
just under your inbox in your Out- e v
Iook ema|| i “kJ S[Flsmh L [ Maove to ShareFoint
. [ Junk E-mai
# [ LegalMst el Cancel
(5 Cutbox
[ Quarantine Jonn i com
If you press on the Doc Folder , Do s 2 ana,
i = [ Search Folders
button a new pop up W|” appear - Your Legal Matter has been approved.
providing a search facility to find 3 anacen netis pops
the document folder you require. 7 calendar
8| contacts pRomitie
| Tasks
NF L
S Items

74 start emE s @0 [Zzmemet.. - [Brboc-too.. | O insurance e, A [Bset e v

Figure 2.0 - Creating a Document Folder under your email inbox.
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Create Document Library folder profile form

Figure 3.0 shows a close up of the Create Docu-
ment Library Folder profile form. From here you
can select the Doc Folder button which will allow
for you to search for the folder using the Document
Folder Lookup pop-up.

Selecting the Move to SharePoint check box will
allow any email dropped in your created folder
completely removed from your inbox and left in the
Document Library in SharePoint. You will be able to
retrieve this email from your inbox when necessary.

Searching for document folders

Figure 4.0 shows the Document Folder Lookup
screen. From this screen you can choose the Docu-
ment Folder from the Document Library that you
want.

If the Document Folder that you desire is not visi-
ble on the screen, then you can use the Search
facility at the top of the screen. Here you can type
in any of the text in the folder name and the search
will produce the folder or folders that the text re-
lates to.
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Figure 3.0 - Create Document Library profile form.

% Document Folder Lookup

Search for SharePoint Folders containing the text

Folder Name

I3) Insurance Acquisition Advice

IZ3) Sponsorship Agreement Mewlands
|5 Trademark Agresments

) Agency Agreement

I old Town Road

I3 Insurance Claims 2006

[ Mortgage Advice FS4

I3 Contrack dispute

|=5) Demerger of Mew Zealand company
I Smartax Acquisition

M4

M page zof 4

Do E% Yew G
i o) 0 X

Creating Document Folders

Figure 5.0 shows the simplicity of cre-
ating a document folder in Outlook. B
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they can simply delete the folder. The
information and the folder will not be
lost with all the emails and documents
remaining in the document library.
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Figure 4.0 - Document Folder Lookup Form.
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Figure 5.0 - Save to Document Library profile form your email inbox.
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Figure 5.0 shows an alternative way of sav- betails
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Figure 6.0 - Save to Document Library profile screen for saving emairls.
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Figure 7.0 - Dragging and dropping emails in document folders.
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More from the SharePoint Solutions Centre u SharePoint
Portal Server 2003
o Save Documents directly into your SharePoint Document Library.
o Need to transfer documents straight into your Document Library? Try our simple document upload solu-
tion that will do it all automatically for you.
. Integrate your email system straight into SharePoint. View your Document Library through your email.
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For additional information regarding SSC, or for a demonstration of the software please
contact us at info@sharepointsc.com
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