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EMAIL-ENABLED LIBRARIES 

Introduction 
Colligo Contributor can be used to upload emails from Outlook to SharePoint. This document will detail how to 
configure SharePoint support /ƻƴǘǊƛōǳǘƻǊǎΩ ŀǳǘƻƳŀǘƛŎ ƳŜǘŀŘŀǘŀ ŜȄǘǊŀŎǘƛƻƴΦ 
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Using the sample list template 
Colligo provide a sample list template file which can be used to create a sample testing document library. The 
template can be downloaded from the Contributor support site and installed to the List template gallery, and used 
to create a new document library in your site. 

Download the sample list 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?ID=65 
Users of WSSv2-based sites should download the attachment ΨCfsEmailLibrary2003.zipΩ;  
Users of WSSv3 (including MOSS) based sites should download the attachment ΨCfsEmailLibrary2007.zipΩ.   
 
The zip files contain site templates named ΨCfsEmailLibrary2003.stpΩ and ΨCfsEmailLibrary2007.stpΩ respectively.  
 

Install the sample list template 
1. Extract the list templates to a suitable location; for example: your Desktop. 

 
2. Navigate to the site-collection you wish to add the list template to.  

In your SharePoint site select Site Actions - > Site Settings : 

 
 
3. Under the Galleries  section, select List templates  

 
 

  

http://support.colligo.com/Lists/Features/DispForm.aspx?ID=65
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4. In the List Template  Gallery , select Upload - > Upload Document  

 
 

5. Browse for the list template file (CfsEmailLibrary2007.stp) and click OK. 

 
 

6. On the next page you may change the Name, Title of Comment, or accept default and click OK. 

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

 
 
  



Colligo Contributor v3 
Email-Enabled Libraries 

 

   

David Whitehead 
April 30, 2009 

Copyright 2005 - 2008 Colligo Networks, Inc.  All rights reserved.   
Not to be reproduced without permission. Learn more here www.colligo.com. 

4 of 19 

 

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 site-collection you wish to add the list template to.  

In your SharePoint site select Site Actions - > Create : 

 
 

2. SharePoint displays a list objects you can create. Select Email Document Library from the Libraries section. 
This may have a diŦŦŜǊŜƴǘ ƴŀƳŜ ƛŦ ȅƻǳ ǳǎŜŘ ŀ ŘƛŦŦŜǊŜƴǘ ¢ƛǘƭŜ ƛƴ ΨсΦΩ ŀōƻǾŜΦ 
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3. Enter a name for the library and click Create 

 
 

4. The new document library should be available within SharePoint 
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Manual Creation 
Contributor fully supports Content-Types, and when working with Email documents Colligo 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. The default 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. 
 

Email Metadata Default Column Name* Type Default Exists 

Attachment Attachment Yes/No  

Bcc Bcc Text  

Bcc-Address Bcc-Address Text  

Bcc-Type Bcc-Type Text  

Categories Categories Text V 

Cc Cc Text  

Cc-Address Cc-Address Text  

Cc-Type Cc-Type Text  

Conversation Conversation Text  

From From Text  

From-Address From-Address Text  

From-Type From-Type Text  

Importance Importance Number  

Received Received Date/Time  

Received-UTC Received-UTC Date/Time  

Sensitivity Sensitivity Number  

Sent Sent Date/Time  

Sent-UTC Sent-UTC Date/Time  

Signed By Signed By Text  

Subject Subject Text V 

To To Text  

To-Address To-Address Text  

To-Type To-Type Text  

Table 1 

Note: Text fields can be Single Line of Text , or, Multiple Line of Text  

ϝ 5ŜŦŀǳƭǘ /ƻƭǳƳƴ bŀƳŜ ǊŜŦŜǊǎ ǘƻ ǘƘŜ Ψ5ƛǎǇƭŀȅ bŀƳŜΩ ƻŦ ǘƘŜ SharePoint column 
 
Metadata can be extracted into alternatively-named columns. To extract metadata into non-default column names 
please review the Changing Columns Mappings section.  
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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 top-level site within a site-collection allowing inheritance and 
customization in sub-sites. Lƴ ǘƘƛǎ ǿŀƭƪǘƘǊƻǳƎƘ ǘƘŜ ŜƳŀƛƭ ŎƻƴǘŜƴǘ ǘȅǇŜ ǳǎŜŘ ǿƛƭƭ ōŜ ŎŀƭƭŜŘ Ψ9ƳŀƛƭΩΣ ȅƻǳ Ƴŀȅ ŎƘƻƻǎŜ 
to use an alternative name if desired. 
 
5. Navigate to the site you wish to own the email content type.  

In your SharePoint site select Site Actions - > Site Settings : 

 
 
6. Under the Galleries  section, select Site content types  

 
 
7. In the Site Content Type Gallery , click Create  to create a new content type. 
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8. Create a new content type. 
In this example we are creating a content type: 

¶ /ŀƭƭŜŘ Ψ9Ƴŀƛƭ 
¶ .ŀǎŜŘ ƻƴ ǘƘŜ Ψ5ƻŎǳƳŜƴǘΩ ŎƻƴǘŜƴǘ ǘȅǇŜ 

 

 
 

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

i) Add from existing site columns  for columns that are already defines in the site 
ii) Add from new site columns  to create a new site column 

 
























