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For SharePoint®

EMAIEENABLED LIBRARIES

Introduction
Colligo Contributor can be used to upload emails from Outlook to SharePoint. This document will detail how to
configure SharePoint suppaft2 Y G NA 60 dzi 2 NBEQ Fdzi2 Yl GAO YSGIRFGlF SEGNIY OGAZ2
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Usingthe samplelist template

Colligo provide a samplist template file which can be used to create a sample testiogument library The
template can be downloaded from the Contnitor support site and installed to the List template gallery, and used
to create a new document library in your site.

Download the sampldist template

The sample list template can be downloaded from the Contributor support site as an attachment here:
http://support.colligo.com/Lists/Features/DispForm.aspx?1D=65

Users of WSSw2ased sites should download tlattachment@fsEmailLibrary2003.8p

Users of WSS\V81cluding MOS3)ased sites should download the attachmé@tsEmailLibrary2007.£p

The zip files contain site templateamed€fsEmailLibrary2003.<Band ‘€ fsEmailLibrary2007.<gespectively.

Install the sampldist template
1. Extract thelist templates to a suable location for example: your Desktop.

2. Navigate to the sitecollection you wish to add the list template to.

In your SharePoint site selesit: Adions - >Site Setiings
{ThisSte:saks v T
. [~ Site Actions |
\ Create
b Add a new library, list, or web page to
"'LH—I this website, '

2) = Edit Page

7 | f Add, remaove, or update Web Parts on
H ? this page.

3 =

% I Site Settings

: ' Manage site settings on this site.

3

L

8

3. Under theGasis

[ e
g Demo > Site Settings L

i | Site Settings i

H L
1

K3

i Site Information ‘

5

X Site URL: http: f{demo-2.calligo.com/ F
3\ Mobile Site URL: http: f{demo-2.calligo.comfm/
Version: 12.0.0.6219

i

}

j Users and Permissions  Look and Feel Galleries Site Mministratinn!1
S’ 8 Pegple and groups @ Title, 8 Master = Regional settings 1
i .

4 o Site collection :ﬁ;c:clgﬁon' pages o Site libraries and

§ administrators o Site lists

d ree view .

‘_Js 8 Advanced permissions o Tree vie f?:;::nt o Site usage report

1 o Site theme ! o - aler 1
i ] o Site User alerts ]
4 @ Top link bar columns o R5S i
o §

5 QuickLaunch Site o Search visibility 1
3 8 Save site as templates i

bt template - Sites and 3
i o List workspaces ;
4 i template

B ° Eee;ﬁitﬁtoonslte MBAES L cite features 4
1 o Web Parts i
T et el kAl A8t ot n el A it e e i .
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4, Inthe List Termplate Galery , selectUpload - >Upload Document
'Demo > Tist Template Gallery it I

L|st Template Gallery

') Make a template available for use in list creation by addi
site and all sites under it. Default list templates are not

Upload |'| Actions + Settings

T

k 3 Upload Document L

h % Upload a document from your

! computer to this library. allers
]

} 3 Upload Multiple Documents 1

3 m Upload multiple documents from your

” computer to this library.

€

5. Browse for the list template fllﬂsEmalllerary2007 s)tpnd C|ICk OK

,-" Demo > L|st Template Gﬂ”ErY s Upluad ‘Document

t  Upload Template: List Template Gallery ‘
|

é Upload Document Name:

? E;T;::jel to the document you intend to sckay\Desktop\CfsEmaillibrary2007.stp 1
]} Upload Multiple Files. ..

i [¥] overwrite existing files

¢ 3
[ o0 ][ o ],
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6. On the next page you may change the Name, T|tIe of Comment_ or accept default and click OK.

P mntr
) Dema > List Template Gallery B CFsEma|Il_|brary200? it Ttem
I |List Template Gallery: CfsEmailLibrary2007
hl
!
: |X Delete Item | [ gy Check Out * indicates a required field
!
E
|
* P
,J Name CfsEmailLibrary2007 .Stp
: Title Email Decument Library
I
\5 Description An Email-enabled document library for use with Colligo for -
4 SharePaint.
i
3
3
Created at 5/14/2008 1:35PM by Dave Mackay L .
a5 RS20 21 5014002, 128 P, by Dave Madcay @

7. The List template should ‘now be avallable in the List Template Gallery

s S e e

JDEmU list TEmpIatE Gallary

i
gLISt Template Gallery 1
} Make a template available for use in list creation by adding it to this gallery. The templates in thiz gallery are available to this
4| site and all sites under it. Default list templates are not shown.
:\ Upload -  Actions ~ Settings View:  All Templates -
‘ MName Modified Title Language ProductVersion Feature ID b
7
¢f CfsEmailibrary2007 ! vew |53 5/14/2008 1:32PM  Email English 3 {DOBFEAT1-ET17-
i Document 4E30-AALT-
‘f Library DOC71B360101}
1
LTIy e s . e i 0ol f ol d e GRS s o b S04 Bk Bn AR
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Create a Site
The List template has been uploaded to the site collection. Now create a new list based on the template.

1. Navigate to the sitecollection you wish to add the list template to.

In your SharePoint site selest: Acions -> Crede :
v This List: .ListTEmpI;i;e.Galler.y- - | . . |P | ’"

[ Site Action —_

v .

% ]IEI %?:Ees\;\ltelif:rary, list, or web page to 1

by adding It to this gal 7 bt Ea0e
;rg:ot ;T1go-‘i\-n, saeen l | | Add, remove, or update Web Parts on

this page.

i L

3 % Site Settings

§ Title L —ﬁ Manage site settings on this site, i

Y1:32PM  Email English 3 {00BFEATLET17- 1

H Document 4EB0-AALT-

£ Library DOC71B360101} 3
JR—

2. SharePoint displays a list objects you can create. Select Email Document Library from the Libraries section.
Thismay have a®i¥f SNBy (i yl YS AT &2dz dZASR I RAFFSNBYyd ¢AGES Ay

i [BEme & Treate ~ Y T T ' T,

+ |Create i

i

l _ _

H — Email Document Library

L 'ﬁ An Email-enabled document library for use with Colligo for SharePaoint.

3

‘

1

g

3 Libraries i ications Tracki Custom Lists Web Pages

i}

L

';:\ 8 Document Library 8 Announcements a Links 8 Custom List o Basic Page

b

._} 8 Form Library 8 Contacts 8 Calendar 8 Custom Listin 8 Web Part Page i

3 Datasheet View

4 8 Wiki Page Library 8 Discussion Board 8 Tasks steshest view 8 Sites and

. mL d Worksy

H o Picture Library o Project Tasks T?QE;:E;ssan Herkspacss

S

'f @ Data Connection 8 Issue Tracking o Import

f.] Library a Survey Spreadsheet

ki @ Translation

i Management

1 Library

?\, o Email Document

i Library

PSR A A 4 PR
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3. Enter a name for the library and C|ICk Create

e N P

Demo > Create > N

New

L N e £t PR S o

Name and Description

Type a new name as you want it to appear in headings Name:

and links throughout the site, Type descriptive text that CfsEmail
will help site visitors use this document library.

PN L SR P Y RN 2 o P VLV INY SIS

Description:
Navigation 1
Spedify whether a link to this document library appears in . Display this document library on the Quick Launch? i
the Quick Launch. @ P
@ vYes © No l
4
Incoming E-Mail : - 5
Allow this document library to receive e-mail?
Specify whether to allow items to be added to this ® Yes @ No '
document library through e-mail. Users can send e-mail 3¢ =
messages directly to the document library by using the e- E-mail address:
mail address you spedify. B §
il | @coligo.com
<
[ Geate [ concel ] i

4. The new document library should be available W|th|n SharePomt

I_/«f A e e T e e e e P S e T it o = ST P S AR ¢ e i L e
ﬁsa This List: CfsErnal\ -

S Home E
b Demo > Sales > CfsEmail
; CfsEmail
: View All Site Content New ‘ = ‘ Upload ~ | Actions ~ Settings ~ view:  All Emails =
f| LCELE S Email Message Subject Received File Size
, » CfsEmai — gg"g;aic';;;?;g;?gigg;;ﬁ:ﬂ hail” document ibrary. To create a new item, dick New® or “Upload®
‘1 5o &y Document
|| Discussions = |  Create a new document.
| Sites ... Folder
: People and Groups D i?bcll'daripew folder to this document
|5/ Recycle Bin
b o R - L A hr A B A T
David Whitehead Copyright 2005 2008 Colligo Networks, Inc. All rights reserved. 50f19

April 30, 2009 Not to be reproduced without permission. Learn more here www.colligo.com.



Colligo Contributor v3
EmaitEnabled Libraries

Manual Creation
Contributor fully supports Contenfypes, and when workingith Email documergColligo recommends you
create a content type for your email documents.

Introduction

To enable metadata extraction to a document library you should create a document library with columns defined
for metadata to be extracted into. Thdefault column names Contributor extracts metadata into are displayed in
the table below.

Columns can be created either directly, or by adding an existing content type to the library.

58T dzf @

Email Metadata Default Column Name* Type Default Exists
Attachment Attachment Yes/No

Bcc Bcc Text

BceAddress BcecAddress Text

BceType BceType Text

Categories Categories Text \%
Cc Cc Text

CcAddress CcAddress Text

CcType CcType Text

Conversation Conversation Text

From From Text

FromAddress | FromAddress Text

FromType FromType Text

Importance Importance Number

Received Received Date/Time

ReceivedJTC ReceivedJTC Date/Time

Sensitivity Sensitivity Number

Sent Sent Date/Time

SentUTC SentUTC Date/Time

Signed By Signed By Text

Subject Subject Text \
To To Text

To-Address To-Address Text

ToType ToType Text

Note: Text fields can b&nge Line of Text

Tablel

, Or, Multiple Line of Text

David Whitehead
April 30, 2009

[ 2fdzYy bl YS NS BiaBointcdumid KS W5A&LX & bl YSQ

Metadata can be extracted into alternativehamed columns. To extract metadata into ndafault column names
please review th&€hanging Columns Mappinggction.
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Add a new content type to a library

Creating an email content type is a straight forward process. Suitable SharePoint permissions are required.
Typically email content type is created in the Hlgwel site within a siteodllection allowing inheritance and
customization in susitesLy G KA & 6+t {0KNRdAK GKS SYIFAf O2y Sy
to use an alternative name if desired.

5. Navigate to the site you wish to own the email content type.

In your SharePoint site selegit: Acions - > Stte Setiings
{ Thisste:saes v o [R]
rl =
5 Create
‘; Add a new library, list, or web page to
[mj this website.

2) —— Edit Page

7 [ / Add, remove, or update Web Parts on
5 ? this page.

H T Site Settings

3 -{§ Manage site settings on this site.

5

L'.

4

PR E v Yy

6. Under th Galeries sectio_n,__selecsite_oontemwp&

7 3
f Demo > Sales = Site Settings i
& Site Settings )
(

3

b

i Site Information

:} Site URL: http: /fdemo-2.colligo. com/sales | r
q

i)* Mobile Site URL: http: /fdemo-2.colligo. com/sales m/ i
3 Version: 12.0.0.6219 3
b E
5 1
§ Users and Permissions  Look and Feel Galleries  Site Administration i
j 8 People and groups o Title, B Master 8 Regional settings

2 8 Advanced permissions desc_rlptlon, o20es g Site libraries and

| and icon -

4 ) lists F
*f o Tree view B Site usage report

j @ site theme P @ User alerts

4 @ Top link bar columns =@ RSS

A - B Quicle | sunch,

7. In the Sie Conent Type Galery , ClickCreae _to create a new content type.

H Demo > Sales > Site Settings > Site Content Type Gallery’i

£ -

; Site Content Type Gallery |

i,; Use this page to create and manage content types dedared on this J

3 page are available for use on this site and its subsites.

: “_@ Create

% TiE Content Type Parent

q!\ Document Content Types

'i Basic Page Document

4 Document Item

\‘.,.‘H. Euw Carg Cglumnﬁ o nispae, DEGHMENT,
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8. Create a new content type.
In this example we arereating a content type:
T /FEftSR WOYIl At
T .F&ASR 2y (GKS w520dzvySyidiQ O2yidSyd Ge@Lis

9. Inthe Site Content Type: Email page we add columns for each of the email metadata values by selecting:

i) Add from existing site coumns for columns that are already defines inet site
ii) Add from new site columins to create a new site column
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